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Introduction
The Volunteering as a Career Builder Toolkit is designed to help those who seek to engage in
volunteering as a means to strategically advance their careers, build skills, and create more
meaningful experiences. This guide is a series of practical tools, exercises and examples that
will help you evaluate, communicate, and seek volunteer opportunities that will help advance
your professional goals. The activities in the toolkit build on each other but may be used
independently as desired. This toolkit has been designed for:

 Career starters – individuals who have recently graduated high school or college,
individuals starting a career for the first time or those who are returning to a career after
a long break

 Career changers – individuals who are seeking to shift or change their careers and need
to develop new skills or competencies to make themselves more marketable

 Recently unemployed – individuals who have lost their jobs and are seeking ways to
stand out from other candidates, maintain existing skills or make connections to new
careers

 Skill builders – individuals who wish to build or enhance professional skills and
competencies through volunteer service for personal or professional benefit

 Volunteer managers – nonprofit staff who manage volunteers and are interested in
assisting them build career skills through volunteering

Throughout this toolkit, we have quick tips that relate to the categories listed above to help you
find connections between your interest in volunteering, your career, and the content of the
toolkit. You are encouraged to reflect as you use the toolkit and make notes for yourself on
topics that are interesting and meaningful to you. This toolkit is divided into several sections.
The first and second sections help you evaluate your interests, motivations, competencies, and
skills. The purpose of these sections is to help you select meaningful volunteer opportunities
that will help you maintain current skills or expand talents you are interested in developing. The
third helps you identify volunteer roles that will help you achieve your career goals. The fourth
section examines how volunteer experiences can be leveraged to develop your resumé,
enhance your job interview, and build your social networks. The fifth and sixth sections provides
guidance on how you can be an active volunteer after you find employment, and how you can
discuss volunteer service with your employer. Our last section is especially for volunteer
managers hoping to use a career building focus in their programs. The toolkit ends with a
descriptive section of references and great volunteer resources. We hope you enjoy using this
toolkit in your volunteer any your career search. Good luck!
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Volunteering and Employment: What does the research tell us?

Searching for a new job or position can be extremely taxing, mentally and physically. Helping
others provides a sense of accomplishment, highlights your individual role within your
community, and increases self-esteem.1 The probability of depression is reduced because the
danger of self-isolation is reduced when individuals volunteer. Volunteering not only benefits
your mental and physical health, but can have a positive impact on your career search.

The Corporation for National and Community Service, a federal agency for service and
volunteering, released a report examining the connection between volunteering and
employment in 2013.2 The report provided empirical research showing the relationship between
volunteering and employment. The study revealed the following:

 Volunteers are 27% more likely to find a job after being out of work than non-volunteers
 Volunteers without a high school diploma have 51%  higher odds of finding employment
 Volunteers living in rural areas have 55% higher odds of finding employment

The study also found that volunteering increased the likelihood of finding employment for all
volunteers regardless of a person’s gender, age, ethnicity, geographical area, or job market
conditions. Previous research by the Corporation had shown that volunteering can increase a
person’s social connections (social capital) and skill sets (human capital), two factors that have
been shown to be positively related to employment outcomes. The research clearly
demonstrates a link between volunteering and employment success.

Types of volunteer service

Volunteering may be best described as providing your time, skills and abilities to complete work
without receiving financial compensation in return. However, today volunteers are considered
more than those who give their time during their free hours. More and more frequently,
employers are allowing employees to volunteer during the business day without monetary loss,
students are expected to complete service projects for credit, and thousands are dedicating a
year of their lives toward national service for a small living allowance through programs like
AmeriCorps and SeniorCorps This expansion of the definition of service demonstrates a
growing connection and support for volunteerism among schools, businesses, and in everyday
life.

Volunteering can be done in a variety of settings, in almost any area of interest and for any
duration. This is because nonprofit organizations need volunteers to perform a variety of tasks
and create volunteer positions to achieve many different goals. More than 64.5 million
Americans volunteered an average of 50 hours in 2012.3 The billions of hours served in
communities allow nonprofit organizations to deliver their mission with limited resources.

1 Saison, Joanna; Smith, Melinda and Kent, Gina. “Volunteering and Its Surprising Benefits- Helping others while you
help yourself.” May 2013.
2 Corporation for National and Community Service, “Volunteering as a Pathway to Employment: Does Volunteering
Increase Odds of Finding a Job for the Out of Work?”
3 Bureau of Labor Statistics, 2012.



6

United Way of Central Indiana Volunteer Center http://volunteercentralindiana.org

Volunteering might be best thought of as one-time or episodic, ongoing, project-based or board
of directors/committee work.

One-time or episodic volunteer experience

Many volunteers serve in one-time or episodic service. Participants may find themselves
painting instructional rooms, helping at the home of a senior, working in a preschool classroom,
helping with landscaping needs for organizations, or other needed options. Businesses or large
groups commonly engage in this type of service. Episodic volunteering can be several times a
year or annually, and may be at different nonprofits. One-time or episodic volunteering allows
you to try different nonprofits’ opportunities, keeps your time commitment low, and can help you
explore different interests or passions to determine what you like best.

Ongoing service opportunities

Nonprofits appreciate the service of all volunteers, but many organizations are looking for
individuals willing to consistently provide service year-round or for a specific period of time, like
the academic school year. These types of opportunities may include mentoring or weekly career
counseling, but many develop into a consistent set of responsibilities and tasks that can be an
invaluable source of support to the organization. Ongoing service with an organization is a great
opportunity for you to develop relationships and network with fellow volunteers and staff.

Project-based or skills-based volunteering

Some types of volunteer work do not require year-round expectations, but are based on an
organizational project. Many project-based experiences are centered on organization events,
like community outreach days, client services activities or fundraising. These projects usually
require regular meetings and more involvement with organization staff members and volunteer
leaders. Skills-based volunteering is project-based professional service developed to
strategically help an organization fulfill its mission by using the skills of volunteers to build
capacity. Volunteers usually use their professional skills developed through their career or
education. Skills-based opportunities have a scope of work defined with clear outcomes. This
type of service also requires a matching of skilled individuals, teams, and corporate employees
with volunteer opportunities that address the challenges of a non-profit organization or school.
Opportunities exist for most professional skill-sets, including but not limited to, human
resources, information technology, finance, marketing, and more.

Nonprofit board and committee work

All nonprofits are governed by a volunteer board of directors responsible for overseeing
organizational effectiveness and accountability. Boards often have committees, which may
include both board members and non-board members, to address specific functions, such as
finance, fundraising, program outcomes, and others. Nonprofit board and committee work is
very unique and involves the utilization of a number of skills including: strategic planning, budget
analysis, fundraising and program evaluation. Nonprofit organizations value board diversity, and
many offer training to develop necessary skills. If you are a passionate volunteer for an
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organization or cause, consider the opportunities to serve on a board of directors or on a
committee.

Online resources to help you find a volunteer position are listed in the references section.

Case studies in volunteering and career development

The purpose of these case studies is to demonstrate the value of volunteering in your
professional life. We encourage you to review these examples of real-life volunteers who used
their experience to find employment.

Sandy Schwomeyer, Kitchen Assistant, Second Helpings

After more than 20 years of employment, Sandy lost her job processing purchase orders for a
home builder. She was already volunteering at Second Helpings, an organization dedicated to
rescuing food from wholesalers, restaurants, and retailers in order to provide healthy meals to
low income families. She found she was able to dedicate more time to a cause that was
important to her and that helped her make new friends and connections. Even after returning to
work with another home-builder, she continued her service with Second Helpings.

Later, she found her true passion was working for the nonprofit sector and was hired for an
opening at Second Helpings. Her experience as a volunteer helped her identify a new career
and a position that provided a rewarding experience. Sandy noted, "Everyone who works and
serves at Second Helpings loves what they do and are excited to come each day to work or
volunteer." For Sandy, changing her career was a welcome opportunity. Even though her initial
job-loss was unexpected, her long-term service with Second Helpings gave her the opportunity
to find a great employer that met her needs and a position she truly enjoyed.

Sheila Kavanaugh, General Manager, Brick Street Inn

Sheila became an active volunteer at the Peach Learning Center after being laid-off in 2012. As
an educated woman over 50, Sheila was challenged to find new employment that fit her
professional goals and background. At the Peace Learning Center, she sought an opportunity to
use her skills and engage her mind. Sheila served on an event planning committee where she
helped coordinate a new fundraiser for the organization. Her background included event
planning, but she had never worked with a nonprofit before, and she was able to build skills in
fundraising, event planning, and project management.

Sheila particularly enjoyed her volunteer service because of the mission of the organization.
Peace Learning Center of Indianapolis educates, inspires and empowers people to live
peacefully with the goal of promoting healthy learning, workplace and community environments.
After she became employed in her field, Sheila continued to volunteer through her employer's
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volunteer policy and in her own time. Volunteering not only helped Sheila broaden her skills in
event planning, but it also contributed to her emotional and physical health. She said,
"Volunteering was a key part of what kept me engaged and helped me network with
professionals in the community."

Angie Garcia, Director of Training and Outreach Programs, Indy Reads

Angie has always been passionate about reading; however, when she found the need to
change employers, she decided to continue her career in sales and do what she loved by
volunteering in her spare time. Volunteering as a tutor gave Angie a lot of experience in
problem-solving and thinking on her feet, and helped her see how her existing skills could
support a new career in a field she loved. Over years, Angie helped in the Indy Reads office and
started training other volunteers to perform roles. When Indy Reads offered her the position of
volunteer manager, she felt confident in her abilities because of her in-depth knowledge of the
organization and the needs of volunteers.

Angie's experience as a staff member and volunteer gave her insight into the skills that
organizations seek when hiring for a position. Angie highlighted that volunteers looking for work
in the nonprofit sector should do their best to make themselves available, flexible, and willing to
support all areas of the organization in order to meet as many contacts as possible. She also
noted the importance of being willing to learn new things, able to follow directions and being
capable of staying organized. Finally, as volunteers gain experience, she noted, "You should
share your passion for the mission and understand the operations and procedures for how the
nonprofit operates if you want to be a serious candidate."

Alejandra Medrano, HoosierCorps Manager, United Way of Central Indiana

Alejandra was studying for her Masters in Business Administration when a faculty member at
her university invited her to attend an annual networking dinner. At the event, Alejandra sat at a
table with the event sponsor, a well-connected business owner, and struck up conversation with
him. Shortly after the event, she decided to serve on the committee that would plan the next
networking dinner for students. Her positive experience at the event motivated her to volunteer.
As she prepared for graduation, she knew that the networking event would be very important to
her potential job prospects.

At the event, Alejandra made a point to connect with several attendees, but because of her
previous experience talking with the event sponsor, she knew that it would be valuable to
connect with him again. After speaking at the event, they set up another time to discuss her
goals and interests. During that meeting, he gave her some tips and information about
opportunities, and connected her to a nonprofit he supported as a community leader. She was a
desirable candidate because she had a background in management and had a reference from a
well-respected volunteer in the community. Alejandra was hired for the position because of her
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skills and experiences, but her networking as a volunteer and through another volunteer helped
make connections that led to an interview.

Media Oakes, Communications Manager, CNO Financial Group and President of
Indianapolis’ Corporate Volunteer Council

Media believes that coordinating the Employee Volunteer and Social Responsibility Program
has enabled her to have a unique view of the community. In the past 5 years, she has learned a
lot about how to make the program successful. Media encourages employee volunteer program
managers to create easy and rewarding volunteer opportunities for employees, especially
because some individuals have not engaged in volunteerism regularly before. Media advises
managers to prepare and “do your homework” ahead of time.

“Make it easy to sign up, and send volunteers the information on where to go, what to wear and
what to bring. Sometimes you can divide your team into job responsibilities before the event, so
everyone knows what he or she is doing when they get there. Treat volunteers well while they
are working by providing water, and snacks if it is a longer event.”

Media believes that talking with the employee volunteers and allowing them to reflect about the
experience can also provide great feedback to improve the program for the future. CNO’s
employee volunteer program creates real value because it helps them recruit and retain talented
staff because employees are more engaged in the company, it creates brand awareness, and
increases the profile of the company in the community. Not only does it provide positive
incentives for the company, but it allows CNO to make positive social impacts in the community
and remain a strong corporate citizen.

Her final tip for program managers:

“Always track metrics about the service your employees perform, the hours they volunteer,
organizations employees support and other outputs that will help you know if your program is
successful.”



10

United Way of Central Indiana Volunteer Center http://volunteercentralindiana.org

Toolkit assessment

This assessment should be reviewed before starting the toolkit. Please answer the following
questions to the best of your ability based upon your experiences with the Volunteering as a
Career Builder Toolkit.

1) What are your areas of interest or biggest passion related to volunteering?

2) What is your primary motivation for volunteering and what is one example of a volunteer role
that fits your motivation?

3) Please list three professional skills you can use in a volunteer position.

4) Please list three soft skills or competencies you would like to better develop through
volunteering.

5) List three volunteer experiences you could highlight in your resumé or during a job interview
and what skills or competencies you learned from them?
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Again, review the statements below before starting the toolkit. Please respond to the following
statements based upon your experience with the Volunteering as a Career Builder Toolkit.

Statement Strongly
Agree

Agree Disagree Strongly
Disagree

Not
applicable

or no
opinion

1) Volunteering brings value to my
professional life.

2) I have a better understanding of how
volunteering can advance my career.

3) I am confident that I can select a
volunteer role that meets my interests.

4) I am confident that I can select a
volunteer role that fits my motivations.

5) I can use my skills and competencies in
my career and job search.

6) I am confident that I can select a
volunteer role that will build and maintain
my skills or competencies.

7) I feel prepared to select a meaningful
and career-building volunteer position.

8) I feel more confident about the role of
volunteerism in my job search.

Please only respond to questions 14 and 15 if you are an employed person interested in or currently
volunteering through your business.

9) I feel prepared to align my volunteer
experience with skills and competencies
that are important to my employer. *

10) I have a better understanding of how to
access volunteerism through my
employer. *

Please only respond to questions 16 and 17 if you are a volunteer manager or volunteer leader.

11) I feel confident in supporting the
professional and personal development
of volunteers. **

12) I better understand how to recruit and
manage skills-based volunteers. **
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Volunteering: Interests
and Motivations
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Interests and motivations: learning what is most important to you

Volunteerism is most enjoyable when you find a position and organization that not only interests
you personally, but also supports your motivations and meets your needs as a volunteer. This
first section discusses interests/passions and motivations and offers assessments for you to
learn more about yourself and your ideal volunteer placement. These first two steps are
important because your long-term happiness in a volunteer role depends on the connection you
feel to the organization and the work you do.

As we described in the introduction, volunteering can have a significant impact on your career,
especially if you are able to become passionate about the mission and work of an organization.
For those who are searching for work or are unemployed, meaningful volunteer service can
rejuvenate your interest in pursuing a career and provide value to the volunteer. Use the
assessments in this section to discover or focus on your interests and motivations. Then use the
third section to help you take the interests and motivations and direct them to projects that suit
your skills and career development goals.
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Interests and Passions

When looking for a volunteer opportunity, you will find a multitude of options available. What you
really want to find is the right fit that matches your interests. Meaningful service begins with
passion. When you know what issues are important to you,
finding a volunteer role is a natural result. You will be driven to
act on your passion and motivate others to do the same. Are
you clear about your passions?

Do you love to spend time with animals or do you enjoy
watching a ballet performance more? Would you rather pass out
food in a pantry or help run a support group at a domestic
violence shelter? Understanding which issues, topics, or
community needs are most important to you or for which you
have a genuine passion will lead to satisfaction, outstanding
performance, long-term engagement, and feelings of
connection.

What if you do not know what your passions are? Or what if you are passionate about
everything? You may also find that you do not know enough about a particular issue to
determine if you are passionate about it. For example, how do you know you would enjoy
working with dogs if you have never owned one?

Determining your interests can be as easy as making a list of your hobbies, favorite school
subjects, issues you find you have a strong opinion about. Sometimes, you can even develop a
list of interests by tracking the news stories that capture your attention and awaken your
curiosity. Once you have a list of interests, you can start ranking them and ultimately selecting
the one that most excites you. On the following page there is an interest inventory, which allows
you to easily start narrowing down potential interests and passions. If your favorite topics are
not on the sheet, just add them.

When you have defined the issues that interest you, you can continue to narrow down your list
of possible volunteer opportunities by spending some time looking at the type of role you would
like to play and the amount of time you are willing to commit.

Career Builder Quick Tip:
As an individual who has started
looking for a job recently,
consider how volunteering can
play a role in helping you
evaluate your interests. If you
have always wanted to work with
animals, seniors, veterans, etc.,
a new volunteer position can
help you learn whether an
interest can become a passion.
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Activity – Interest inventory

What are your passions? Put a checkmark next to the top five interest areas that you consider
to be most important.

Your Top Five Interest Area Examples of service

Advocacy, public policy, politics Assist with a voter registration drive
Animals Volunteer at local animal shelter
Arts, culture Volunteer at an arts therapy program for kids with

special needs
Board and committee
volunteers

Serve on a special events planning committee

Career development Assist with job-skills training for unemployed
individuals

Children, youth development Serve as a troop leader for a youth leadership
organization

Disabilities Coach a special needs athlete or serve as a
companion to an adult with intellectual disabilities

Domestic violence Lead a small group session for domestic violence
survivors

Education, mentor, tutor Serve as a reading tutor at an area school or after-
school program

Emergency, disaster services Train and serve as a site coordinator to provide
basic needs after a disaster

Environment Assist with a park or community clean-up project
Faith, spiritual, mission work Serve as a Bible-study leader at your church
Women, maternal and infant
health

Lead a fundraising team for an organization that
supports mothers and babies

Gay, lesbian, bisexual,
transgender (GLBT)

Assist with a support group for GLBT youth

Health, fitness Volunteer at community health fair for an
organization that educates on health topics

Homelessness, poverty Assist in homeless outreach efforts by meeting with
homeless individuals and helping them access
services

Hunger, food Serve a community meal or lead a food drive
Immigrant refugee, international
services

Mentor an individual or family who has recently
arrived in our country

Language translating,
interpreting

Translating documents for a basic needs
organization to provide services to the community
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Your Top Five Interest Area Example of service
Legal Provide legal advice to citizens during community-wide

education sessions
Mental health, substance
abuse

Serve as a crisis hotline volunteer to assist individuals
who call-in for support

Senior issues Assist at a social event at a senior center or retirement
community

Sports and recreation Coach a youth league sports team

Technology Provide technology support to an organization or assist
students in an area high school complete technology-
related projects

Other:

Other:

Activity - Interest inventory pt. 2

Now, rank your top five by personal preference and list some potential volunteer position ideas
that you would like to complete.

Interest area Example
Ex: Environment Community beautification, environmental education,

sustainability planning

1.

2.

3.

4.

5.
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Motivations

Motivations lead you to act or drive you to complete a task and are categorized as intrinsic
(driven by interest or enjoyment) or extrinsic (driven by an external outcome or goal).
Understanding your motivations helps you to find a greater satisfaction in your volunteer
experience. What makes you want to stay in a role when volunteering? When do you want to
leave a volunteer position? The answers to these questions are personal and directly affected
by your initial expectation for the experience. Dissatisfaction often occurs when a volunteer’s
experiences do not match primary motivations.

Your primary motivations in volunteering may not directly affect your career development, but it
does contribute to personal satisfaction in a volunteer
experience. Personal satisfaction is vital to maintaining
commitment to a position or agency, which offers you more
experience and adds to your professional development.
Additionally, volunteer motivations often translate into
professional motivations. What traits are you looking for in
a new employer? What makes you stay with an existing
one? Answering these questions assures that your
volunteer experience will allow for greater career
development.

Your motivations might range from purely professional development to a competitive spirit of
recognition. Others are motivated by a moral obligation to the greater good or the hope to
develop intellectually. Individuals are often motivated by several factors, and it is helpful to
identify your top motivators prior to selecting a volunteer opportunity.

Career Builder Quick Tip:
Your motivations for volunteering
may change throughout your
lifetime, just like your career
motivations. Evaluate your
current motivations in the next
activity and consider how they
relate to your current job search.
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Activity– Motivations assessment4

In the next several pages, you will assess your motivations for volunteering and evaluate how
you can approach finding a volunteer position that is a good fit for you. This is a four part
activity, in which you will begin by responding to statements related to your beliefs about
volunteering and community service. You will then use our form to calculate and identify your
primary motivators. Next, we will use a worksheet for you to review your top motivators and
consider examples of the best activities to meet your needs. Finally, we will provide examples
and offer the opportunity to practice how you can approach an organization and learn about
positions that align with your motivations. Please follow the instructions carefully and complete
the assessment on the next pages.

4 We would like to acknowledge the extensive work conducted by Judy Esmond, Ph.D , Chief

Investigator and Patrick Dunlop, Assistant Researcher, with MTD-Making the Difference in the

2004 study “Developing the Volunteer Motivation Inventory to Assess the Underlying

Motivational Drives of Volunteers in Western Australia”. The motivations assessments in this

toolkit are inspired by their findings.



20

United Way of Central Indiana Volunteer Center http://volunteercentralindiana.org

Activity– Motivations assessment part 1
Rate the statements below from 1-5 where 1 is “Strongly Disagree”, 2 is “Disagree”, 3 is
“Neither Agree nor Disagree”, 4 is “Agree” and 5 is “Strongly Agree”; then total your
points from each section in the final column “total” box.

Strongly disagree                           Strongly agree

Statement 1 2 3 4 5
Section
Totals

1A. I volunteer because I like to challenge myself
to do new things.

1B. I volunteer because I can see and
understand the outcome of my efforts.

1C. I want to understand the impact and know
what is different because of my service.

1 Total

2A. Volunteering gives me an opportunity to build
my work skills and use the ones I already have.

2B. Volunteering will help me to find out about
employment opportunities.

2C. I volunteer because I like to lead and
manage others.

2 Total

3A. Being appreciated by my volunteer agency is
important to me.

3B. I need feedback on my volunteer work.

3C. I like to work with a volunteer agency, which
treats their volunteers and staff alike.

3 Total

4A. I volunteer because I like the social events I
attend through volunteering.

4B. I volunteer because it helps me meet new
people.

4C. I volunteer to meet people different than me
or to make me more culturally aware.

4 Total
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Activity– Motivations assessment part 1, continued

Strongly disagree                        Strongly agree

Item 1 2 3 4 5 Section

5A. I volunteer because I believe that you receive
what you give out in the world.

5B. I volunteer because my faith inspires me.

5C. I believe it is my responsibility to create change
in my community.

5 Total

6A. I like to help people because I have been in
difficult positions myself.

6B. I volunteer because it connects me to an
important issue in my personal life.

6C. Volunteering provides me an opportunity to
come to terms with past hardships relating to my
personal life, family or friends.

6 Total

7A. I volunteer because I enjoy being active.

7B. Volunteering helps me cope with my personal
problems.

7C. I volunteer because volunteering makes me
feel good.

7 Total

8A. I volunteer because my family and friends
volunteer.

8B. I volunteer because I like to be a part of
something greater than myself.

8C. I volunteer because I feel it is important to help
others.

8 Total

9A. Volunteering gives me an opportunity to
express my creativity.

9B. Volunteering gives me a new perspective and
helps me learn new things.
9C. Volunteering provides me with hands-on
experience where I can explore my strengths.

9 Total
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Activity– Motivations assessment part 2
Review your scores from each section and determine your top scoring motivators. Rank the top
three motivators with the highest scores.

Motivator Total Score

1. Accomplishment:
You tend to be motivated by achieving personal goals or organizational outcomes.

2. Career Development
You tend to be motivated by gaining experience and skills that may be beneficial in
assisting you to find employment or gain career advancement at existing employment.

3. Recognition
You enjoy when your skills and contributions are recognized, and this is what
motivates you.

4. Networking
You particularly enjoy the opportunity to build social and professional networks and
interact with other people.

5. Social Responsibility
You view volunteering as an equal exchange and have a strong understanding of the
greater good.

6. Personal Connection
You are volunteering out of a need to address your own past experiences or as a
means of feeling better about past personal hardships.

7. Fulfillment
You seek to improve your own self esteem or feelings of self-worth through
volunteering.

8. Community
You may volunteer due to the influence of family and/or friends and have a firm belief
that it is important to help others.

9. Intellectual Stimulation
You are particularly interested in improving your understanding of yourself, or the
people you are assisting and/or the organization for which you volunteer.

Now, list your top three motivators:

1.

2.

3.
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Activity– Motivations assessment part 3

Review your top three motivators from the previous page and consider the positions you might
serve in. Use the example question in the middle column when you talk to volunteer managers
about available positions.

Focus Area What to ask to
find a good fit?

Examples of positions and service
types

1. Accomplishment
Describes a situation where a
volunteer is motivated by achieving
personal goals or organizational
outcomes.

Ex. How will I
know that I’m
having an impact?

Volunteer role with measureable
outputs and direct service:
beautification project, client support or
volunteer with animals.

2. Career Development
Describes a situation where a
volunteer is motivated by the prospect
of gaining experience and skills in the
field that may assist them to find
employment or gain advancement at
existing employment.

Ex. What kinds of
opportunities will I
have to learn new
skills?

Volunteer role with skilled projects,
which may include administrative,
fundraising or event planning. Skills-
based projects like: accounting,
facilitation, technology or other
specialized knowledge.

3. Recognition
Describes a situation where a
volunteer enjoys their skills and
contributions being recognized, and
this is what motivates them to
volunteer.

Ex. What is your
formal volunteer
recognition
program?

Volunteer position with close staff
relationships, higher responsibility
levels, a formal recognition program
that can include incentives for service,
and can involve any type of service,
especially when you can represent the
organization to the community.

4. Networking
Describes a situation where a
volunteer particularly enjoys the
opportunity to build social and
profess ional networks and interact
with other people.

Ex. What
opportunities do
you provide for
volunteers and
staff to interact
together?

Volunteer role involving teamwork,
high-interaction levels, leadership,
regular interactions between fellow
volunteers, community outreach or
connecting to outside organizations,
agencies and companies. Common
types of service include direct service,
and event planning.

5. Social Responsibility
Describes a situation where a
volunteer views volunteering as an
equal exchange and has a strong
understanding of the greater good.

Ex. In what way
will my volunteer
time benefit
others?

Volunteer position that is especially
connected to direct services, and
includes positions that have a focus on
community development, youth or
special populations. Additionally, the
organization should be able to easily
explain how volunteering leads to
impact.
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Activity– Motivations assessment part 3, continued

Focus Area What to ask to
find a good fit?

Examples of positions and
service types

6. Personal Connection
Describes a situation where a volunteer
is volunteering out of a need to address
a past experience or as a means of
feeling better about past personal
hardships.

Ex. How do my
values align with
this organization?
(internal question)

Volunteer position that involves direct
service, but may include projects that
speak to your values such as
mentoring, counseling or any
organization you, a friend, or a family
member received support from in the
past.

7. Fulfillment
Describes a situation where a volunteer
seeks to improve their own self-esteem
or feelings of self-worth through their
volunteering.

Ex. Can I see
myself being
satisfied by
performing this
opportunity?
(internal question)

Volunteer role that supports high-
impact projects, close contact to
clients or beneficiaries and work that
enhances my current skill-set. Role
may involve any type of service.

8. Community
Describes a situation where a volunteer
may engage due to the influence of
family and/or friends and has a firm belief
that it is important to help others.

Ex. Will I be able
to bring family and
friends when I
volunteer?

Volunteer projects that require
support of several individuals with a
variety of skills-sets or skill-levels,
which usually involve direct service,
environmental clean up, food
coordination, or event planning.

9. Intellectual Stimulation
Describes a situation where a volunteer
is particularly interested in improving
their understanding of themselves, or
the people they are assisting and/or the
organization for which they are a
volunteer.

Ex. What
opportunities or
training sessions
are there for me to
learn more about
the organization,
your mission,
and/or your
cause?

Volunteer roles that require the use
of several skills and competencies,
and involve a variety of tasks,
especially research or community
outreach. This may involve any type
of service, but will usually require
more than just physical demands
such as outdoor work or
maintenance projects. Ideal positions
offer ongoing training opportunities
and education about the
issues/needs of the community.
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Activity– Motivations assessment part 4

Motivations are also important because they help you select meaningful volunteer activities. In
this activity list your top three motivators and give examples of tasks that are a good fit.

Your motivators Volunteer task that is a good fit
Ex:  Networking I would love being on an event planning committee.

Ex: Career Development I’d like to improve my graphic design portfolio so I will
create a new brochure for an organization.

1.

2.

3.





27

United Way of Central Indiana Volunteer Center http://volunteercentralindiana.org

Volunteering: Skills
and Competencies
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Skills and Competencies: volunteering to develop abilities
Charitable organizations rely greatly on the time and efforts of volunteers; many would struggle
to fulfill their mission without this vital assistance. As a result, volunteering has frequently been
seen as a give-and-take relationship where the volunteer gives and the community takes.
However, this view is one-dimensional, out-dated and undermines the huge resources
volunteering has to offer for all involved; particularly those who are unemployed, under-
employed, or simply looking for a change of pace. In today's economic climate, many job-
seekers are extremely concerned with finances, finding employment opportunities, reinventing
themselves and/or managing ever-increasing stress. The thought of performing a service
without pay or volunteering may not be a consideration because many are not making the
correlation between their concerns and volunteerism. As a result, job-hunters often overlook or
undervalue the many benefits of volunteer opportunities.

The benefits of volunteering for individuals and organizations cannot be understated.
Volunteerism allows us to fulfill passions, engage interests, deepen competencies and develop
new knowledge while offering valuable contributions in our communities.
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Career Builder Quick Tip:
Volunteering for positions that utilize
your professional or educational skill-set
is a great way to keep your career goals
relevant in your volunteer work. You can
also use your volunteer experience on
your resumé and in your job search, and
we will discuss best practices in the job
search section of this toolkit.

Skills

The right volunteer opportunity can improve or provide you with highly desirable competencies
and hard skills. Hard skills are measurable skills, usually learned through academic training or
on-the-job experience, such accounting, graphic design, or legal expertise. Volunteering provides
you an opportunity to use and maintain the skills you have, and in some cases, develop new
skills too.

Skills are important to your career because many jobs
require specific knowledge, experience or training in
order to be eligible for a position. Enhancing skills can
be vital to promotions, new job searches and changing
careers. It is important to note that not every position in
a volunteer organization can offer you the use of skills,
but most will support development of competencies,
which we will discuss in the next section. It may be
more challenging to find a role that maintains a skill-
set, but once you establish yourself as a strong
volunteer, most organizations can offer some skills-related service for you to do.

Skills-based volunteering

Skills-based volunteerism uses individual or collective volunteer expertise to assist a
nonprofit. Traditional skills-based volunteerism utilizes the skills, experience, talents and
education of volunteers to build capacity of nonprofits, providing professional services that
nonprofits would otherwise not be able to afford. Skills-based opportunities are often project
based and designed with a specific scope of work, timeline, and success measures. Most
skills-based volunteers use the abilities gained from work experience as part of their
volunteer work, but some have developed skills through hobbies, education or through other
volunteer experience. Pro-bono work (free services to nonprofits) is a subset of skills-based
volunteering where volunteers perform the core business function of their company for a
nonprofit to strengthen the infrastructure and capacity of the organization. In pro bono work,
a marketing company might develop a promotional plan or a legal firm might provide legal
guidance to the nonprofit leadership. However, in general skills-based volunteering, any
professional, regardless of whether it is a business’ core function, may provide their
professional services through volunteering.

The grids on the following pages allow you to consider your current or past careers from a skilled
perspective. Various careers are listed, as are primary skills needed to complete those jobs and
possible ways to transfer those skills to volunteer projects. Considering your professional skills
and applicable volunteer positions allows you to bring a specific focus to your volunteer efforts,
shop your skills to nonprofits and offer skills-based volunteer opportunities that benefit the
nonprofit and you.
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Activity- Skill awareness evaluation part 1

Professional experience Professional skills used General volunteer
opportunities

Accounting,
finance

 Budget management
 Financial forecast
 Accounts payable/

receivable

 Budgeting
 Fiscal planning
 Billing and collections
 Cash flow analysis

Administrative

 Office management
 Data entry
 Welcoming and

directing clients
 Project management

 Front desk reception
 Assessing office

efficiency
 Filing and entering

agency information

Advertising,
public relations,

marketing

 Media relations
 Communications

strategy
 Event planning and

promotion
 Message creation
 Audience

segmentation

 Media relations
 Event planning and

production
 Reaching target

audiences
 Fundraising
 Social media

Creative services,
graphic design

 Creation and design of
materials

 Brand strategy and
management

 E-Technologies

 Consistent branding
 Design promotional

materials
 Web design
 Re-branding

Customer service
 Customer surveys
 Issue resolution
 Tracking customer

feedback

 Evaluate customer
services

 Collect donor and
client feedback

 Develop client
satisfaction surveys

 Phone banks

Counseling, social work

 Information or referral
services

 Therapy services
 Family support

services
 Mental health

counseling
 Addiction services

 Client intake support
 Companion to clients

or residents
 Advise on policies with

vulnerable populations
 Employee emotional

support

Executive

 Corporate governance
 Policy development
 Financial performance
 Risk and compliance

oversight
 Staff management

 Strategic planning
 Peer mentoring
 Fundraising
 Organizational

development
 Facility management
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Activity- Skill awareness evaluation part 1, continued

Professional experience Professional skills used General volunteer opportunities

Human resources

 Recruiting and retention
 Performance

management
 Training and development
 Compliance
 Workplace culture

 Performance reviews
 Training and development
 Employee morale and

feedback
 Facilitate conflict resolution
 Compliance

Information technology
 Data security
 Systems solutions
 Technology support
 Project management

 Donor/client database
management

 Data collection
 Project management
 Helpdesk support
 Technology analysis

Medical services

 Providing patient care
 Health education
 Medical lab services
 Emergency medicine
 Medical examinations and

diagnosis

 Disaster response team
 Assist at health fair booth
 Hospital patient support

team
 Develop nutrition or

exercise plans

Operations, facilities

 Operation effectiveness
 Systems and processes
 Building security
 Maintenance
 Space planning

 Space planning
 Assess processes and

recommend improvements
 Facilities management
 Maintenance

Product development
 Consumer trends
 Competitive analysis
 Product testing
 Quality assurance

 Community needs
assessment

 New services development
 Measuring outcomes
 Program trends

Sales
 Customer prospecting
 Sales presentations
 Merchandising

 Donor development
 Donor recognition
 Public policy advocate
 Earned income and social

enterprise
 Event planning and

production

Your profession
 Whatever your skills,

someone out there needs
them!

 Let's work together to
explore the options!
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Activity – Skill awareness evaluation part 2

List your profession(s), the primary skills that you used, and the possible volunteer opportunities
where your skills would be utilized.

Your profession(s) Primary skills used Possible volunteer opportunities

Ex: Medical Assistant Medical billing, filing, customer
service, explaining procedures and
medications

Front desk volunteer, hospital
greeter, nursing home companion
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Competencies

Competencies are a set of skills, talents and behaviors that contribute to your professional and
personal success. In this toolkit, we will define competencies as soft-skills, social proficiencies
and emotional intelligence. While we may need a set of hard-skills to apply for a job, such as
accounting or technology, we are most successful in interviews and careers when we utilize our
competencies. Competencies are the differentiators between you and your competition for a
potential job opportunity because while you may have the same level of education or years of
experience, your unique set of competencies and your
proficiency in those competencies can make you the
perfect fit for a company.

Common competencies include interpersonal
communication, critical thinking, project management,
accountability, customer service, strategic thinking,
facilitation, inclusion, and many others. Most businesses
identify the core competencies required in the
organization, and competencies are often listed on job
descriptions. Employers seek candidates with their core competencies, and usually decline
those who do not have them or cannot describe them in their applications or interviews.
Competencies are not only valuable in the hiring process, but are also critical to building
successful relationships after you are employed.

Competencies are demonstrable and often developed through job and life experience. Soft-
skills are not usually job specific, so they can also be developed through volunteer efforts. After
you evaluate your competencies you will want to seek volunteer opportunities to enhance them.
Competencies are sometimes located in a volunteer job description, and you can also ask the
volunteer manager at the nonprofit where you volunteer for help in defining them. As a
volunteer, we also want you to be able to review your service and identify competencies on your
own. We have provided activities on the next pages to help you identify your competencies.
Specifically identifying and building these skills helps you stand out as a candidate in the job
market.

The charts on the following pages highlight some important competencies and provide some
examples of volunteer opportunities that might allow you to build those competencies. We
recommend that you strategically identify volunteer opportunities that will allow you to develop
the competencies needed for your desired career, later in the toolkit; we will explain how you
can describe your competencies to potential employers.

Career Builder Quick Tip:
Since you are ready to enter the
workforce, consider the skills and
competencies you have developed in
your schooling. Volunteering can
enhance your competencies by
offering you real-life experience and
can bring new competencies to your
professional development.
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Activity– Competencies assessment part 1

Review the tables on the following two pages and select up to five competencies you would like
to develop through volunteer work.

Competency development area Volunteer opportunities to enhance or
develop competency

Check
top five

Leadership

 Serve as a fundraiser, solicit pledges or support
 Recruit others to support a cause or organization
 Serve as a chair on a committee or event
 Join a speakers bureau
 Mentor young children

Conflict Resolution

 Serve as board member
 Be a project leader for a big event
 Facilitate a support group
 Crisis hotline operator
 Coach a team

Verbal Communication

 Serve as lead on a sub-committee
 Staff a booth at community fair
 Lead volunteers in an activity
 Join a speakers bureau
 Volunteer as a receptionist or for a phone bank

Written Communication

 Serve as secretary for a board; take minutes
 Write a newsletter article or press release
 Develop appeal letters
 Manage social media
 Blog for an organization

Critical Thinking

 Serve as on-site manager for a big event
 Be a project leader
 Develop strategic or annual plan
 Develop outcome/evaluation plans
 Analyze survey results

Teambuilding, Interpersonal
Skills

 Serve as chair on a committee
 Coordinate volunteer assignments in a program
 Work on a rehab or building project
 Plan an event
 Organize a team for a walk-a-thon

Project Management, Multi-
tasking Skills

 Serve as marketing or promotions lead for events
 Coordinate a food drive
 Run meetings and delegate tasks
 Create and conduct satisfaction surveys
 Volunteer at multiple sites
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Activity- Competencies assessment part 1, continued

Competency development area Volunteer opportunities to enhance or
develop competency

Check
top
five

Managing People, Supervision

 Help train new volunteers
 Manage volunteers on day of an event
 Coordinate a committee
 Recruit friends/colleagues to join in a project or event
 Facilitate a life skills class

Negotiating, Influencing,
Advocacy

 Recruit new volunteers
 Conduct a book drive
 Manage a fund-raising event
 Solicit items for silent auctions
 Be a patient advocate

Cultural Awareness, Inclusion

 Mentor disadvantaged youth
 Seek opportunities at cultural centers within your

community
 Serve meals at a homeless shelter
 Tutor students in ESL

Organizational Skills

 Manage database
 Help organize office files and customer records
 Sort donations
 Tabulate and report survey results
 Track program outcomes

Presentation Skills,
Facilitation, Teaching, Training

 Tutor a student
 Facilitate money management classes
 Lead an orientation for a group/organization
 Join a speakers bureau
 Plan and operate a focus group

Customer Service

 Serve as a greeter or run the registration table at an
event

 Serve as docent at a museum
 Recruit volunteers
 Join a speakers bureau
 Volunteer as an intake counselor

Integrity, Accountability,
Dependability

 Work with vulnerable populations
 Request and earn more responsibility
 Show up on-time for volunteer opportunities
 Maintain confidentiality
 Volunteer  to perform evaluations
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Activity – Build your competencies through volunteerism

At least a few of the competencies listed on the previous pages are valuable in your field.
Though businesses select their own core competencies, or soft skills, you may have
competencies you are excited to develop for your career. Identify areas where you would like to
develop soft skills. What competencies are valuable in your field? What competencies would
you like to develop? What types of positions would be most interesting to you?

Competency to develop Possible volunteer opportunities

Ex: Facilitation Lead an organization’s volunteer orientation session

Ex: Critical thinking Chair an organization’s annual event committee
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Activity – Discussing your competencies and skills

Now that you identified the competencies or skills most valuable to you, please complete this
activity to learn more about how you can discuss developing a competency or maintaining a skill
with a volunteer manager. Remember, especially for skills-based interests, the work of the
organization may or may not fit the skills you hope to develop. For example, an organization that
provides coaching to youth sports teams does not have as many opportunities to use nursing
skills as a hospital or elder-care facility.

Competency or skill In your own words

Ex: Conflict management Where do you need assistance in facilitating difficult
conversations or leading teams?

Ex: Accounting I am a Certified Public Accountant. Are there any
opportunities to help the organization manage its finances?
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Activity– Summary of your assessments

Use this chart to help you track your personal assessment for interest/passion areas,
motivations, skills, and competencies. Refer to this summary as you are investigating volunteer
opportunities to help you determine if a project is a good fit.

Top 3 Interest/Passion Areas Possible Volunteer
Opportunity

Organization/Program
Possibilities

Top 3 Motivations Possible Volunteer
Opportunity

Organization/Program
Possibilities

Top 3 Skills Possible Volunteer
Opportunity

Organization/Program
Possibilities

Top 5 Competencies Possible Volunteer
Opportunity

Organization/Program
Possibilities
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Volunteering:
Selecting a Position
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Selecting a volunteer position
Be strategic in your volunteer position selection. Use volunteer activities to round out any
personal or professional areas that you think need improvement, and build confidence in your
skills. Volunteering may help reveal strengths and weaknesses that you were unaware of. Take
this opportunity to get more experience. It will go a long way when you are searching for a job.

Find volunteer work that you are passionate about. You might discover a new career path, or
build skills toward your dream career!  If you focus your
volunteer efforts on organizations that you believe in, your
enthusiasm and vision will shine through in an interview. If
your primary motivation is to get ahead, potential employers
will see through you and may react badly.

Once you are volunteering, remember to commit just as you
would to a job. Have a positive attitude. Lead, even if you are
not the team leader. Showcase your management style. The
impression that you make while volunteering is a direct
reflection of your work ethic. The fact that you perform your
volunteer work with the same quality standards for a regular
paid job, tells a lot about your character and professionalism.
Consider volunteering as the ultimate interview. The job application and interview processes
evaluate how suitable an employee is for a specific position. Volunteering is an opportunity to
demonstrate the quality of your work and to build your professional credibility; thus proving your
capabilities to an employer. Make the most out of your volunteer experience by approaching
your position with a good attitude, showing your leadership and effectively facing challenges.

Career Builder Quick Tip:
Volunteering is a great break from
job hunting. You may find that your
confidence falters as you continue
your job hunt. Volunteering is a
great way to rebuild that
confidence by proving to yourself
that you are generous, committed,
and willing to go above and
beyond the call of duty. Who
wouldn't want someone like that on
their team?
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Activity- Assessment reflection and review

The assessments in the first two parts of this toolkit are meant to guide you in your search for
outstanding volunteer opportunities. You may not find a position that fits all your needs and
interests, but through selecting a few positions that strategically fit your goals you will find value
in volunteering to build and strengthen marketability in the workforce. In this section, we discuss
selecting a volunteer role and engaging in other actions to connect your professional and
volunteer experiences. Reflect on the questions below to prepare for selecting a position.

1. Selecting organizations or positions that meet your interests and passions makes
volunteering more enjoyable. Review your top organization and position interests. In
which interest area or passion are you most excited about serving?

2. Understanding your motivations will help you communicate your needs and find
opportunities that you will want to retain for a longer period of time. Consider the
motivators that ranked highest for you. How does this impact what types of roles you will
look for in volunteer service?

3. Assessing your skills is a great way to not only prepare for a job search, but it is also a
wonderful opportunity to have conversations about what meaningful and capacity-
building service you can provide. In which skills and projects would you like to engage?

4. Evaluating your competencies helps you understand where you can continue to grow
and learn through volunteering. Consider what competency you feel would be most
valuable to your job search. What volunteer opportunity would be the best fit to develop
it?
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Aligning volunteer experiences with professional goals

As you select your volunteer opportunities, consider aligning your professional and volunteer
goals when possible. What areas are you seeking to develop? Are there skills that you need to
enhance for your current job area or skills that a past supervisor has identified for you to work
on? First, use the Internet to find examples of job descriptions for positions in your field that you
can review and utilize to set goals. Next, examine past performance evaluations to note
opportunities for growth. Finally, use the assessments in the first section of this toolkit to
determine personal goals. These steps will help you strategically select volunteer positions that
will be more valuable to prospective employers.

The Volunteer Action Plan on the next page will help you identify some potential ways to align
volunteer opportunities with your professional goals. Using the action plan will help you
objectively review your experience and find the missing skills or competencies you want.
Identifying your gaps will help you find motivation to succeed as a career-building volunteer.

Before you start the action plan, consider potential volunteer opportunities that will help you
build the right skills. Review the skills and competencies sections of this toolkit to help identify
potential volunteer opportunities if needed. Once you have a good idea about positions, use the
Volunteer Action Plan to clearly identify skills and competencies you hope to develop, potential
volunteer positions where you might experience them, a nonprofit where you might find these
positions, and a deadline in which you hope to complete your volunteer experience. Setting
deadlines by which you hope to develop the skills is an important part of the process. In an
open-ended timeframe, it is too easy to delay or forget your plans.

On the following pages, there is a template for a Volunteer Action Plan that you may use.
However, you may create your own format if this one does not meet your needs. Once you have
completed your Volunteer Action Plan, you can start looking for positions. Take initiative and act
on your plan to start your professional growth.
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Activity– Volunteer Action Plan

Based on the initial consideration of job descriptions, past annual reviews and your future goals,
list your top 3-5 goals you hope to achieve through your volunteer efforts. After you identify the
potential opportunity, use online tools like United Way of Central Indiana’s Volunteer Connect
portal (see the resources and references section of this toolkit) for agencies you can contact.

Your goals: Potential opportunity Organization to contact

I want my supervisor to see
me as a strong leader.

Chair a special event
committee or subcommittee.

Little Red Door Cancer
Agency: Big Red Bash event

Now, prioritize the goals listed above. Complete the timeline chart below for your top goal(s) and
agency contacts. The first deadline is when you will contact the organization(s) for the
opportunities. The second is when you will start your position with the organization. You may
need to be flexible, depending on what is available, but these deadlines will help you stay on
track to meet your plan goals. Eventually you will have achieved all the goals on your list.

Organization to
contact

Contact timeline Timeline to start
service

Status

Little Red Door Cancer
Agency: Big Red Bash
event

January 10, 2013 March 1, 2013 Called on Feb. 12;
intake scheduled
for Feb. 22
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Engaging in a career building volunteer role

When you select a job and an employer, you want to select the right match between your skills,
education, experience, and future professional goals, but you should also consider the culture of
the business and whether you’ll be happy there. Culture is the unique traits, behaviors or
characteristics that makeup an organization. Selecting a volunteer position should take some of
those same issues into consideration. More than just selecting the right activity, you want to
select a nonprofit agency that matches your desired culture. Read the tips below to select the
right organization.

 Review your interests and motivations. Basing a volunteer experience on your identified
interests and motivations will assure that you are committed, excited, and satisfied by
your volunteer experience.

 Ask your friends and family. A personal reference for a volunteer experience is the best
way to get a sense of what it is really like at an organization, and your family and friends
will be honest and direct with you.

 Meet with the volunteer manager. This person is the human resource for volunteers and
can tell you about the culture of the organization, the positions available and how you
might fit your career goals into the role you select.

 Meet with other volunteers. You can ask for the contact information for a couple of
volunteers or meet them at the agency. The current volunteers are going to give you the
greatest insight into what it’s like to volunteer with this organization.

 Match your expectations with the position. You should decide some key factors, like how
much time are you able to give. Do you want a long-term commitment (like mentoring) or
a short-term commitment (like landscaping) or a commitment that allows flexibility (like
preparing meals)?

 Assure you are meeting a real need. Ask the nonprofit to explain how the volunteer
position is really helping the community or addressing a need for their clients. Ask how
your specific role fits into the agency’s strategic plan.

 Research options. Check out online matching tools, agency websites, and reference
options in your community. Ultimately, you have to feel good about the agency where
you volunteer, so take the greatest responsibility to assure you find the right one.

 Be honest about your career or skill development goals. Make sure everyone at the
agency understands that you have two goals. One is to help the agency complete its
mission better. The second is to help you complete your mission better. In this case,
your mission may be to develop new skills, network with potential job leads, and learn
about yourself. Any volunteer experience should be a balance of both of these. If your
sole goal in volunteering is to help yourself, the agency won’t feel vested in helping you.
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Getting started and demonstrating professionalism

Once you select a volunteer opportunity, you may need to complete a screening and on-
boarding process. This can include a background check, interviews, job training, and other
commitments as identified by the nonprofit. Make sure you are following professional standards
and treat the commitment like a real job. It is important to know that volunteers can and do get
fired for the very same reasons that paid staff get terminated from jobs. To avoid any problems
here are some tips for you to consider:

 Dress appropriately. Ask the organization what is appropriate. Notice what others are
wearing when you are there. It is smart to dress at the same level as those around you.

 Be on time. Your organization is depending on you to accomplish a job and to get it done
within the timeframe. Unless there is an emergency, show up on time.

 Communicate when you are unable to be there. When you cannot make it to your paid
job, you call your supervisor and explain why. In your volunteer work, you will also have
a supervisor. Treat your volunteer supervisor with the same respect that you treat your
work supervisor.

 If it is a bad fit, do not disappear. Communicate concerns. The agency will want to know
if they are not explaining expectations clearly or if it is genuinely a bad fit. Be honest.

 If life changes and you cannot keep the time commitment, explain that in person.
Sometimes people get additional work responsibilities or have personal life changes that
make it difficult to complete their volunteer commitment. You should be honest with your
agency and try to stay with the commitment until they can find a replacement. In the
same way that you should provide 2-4 weeks notice when leaving a paid position, you
should provide the same courtesy to your volunteer positions.

 Do not go silent or become overwhelmed. Stay active and tell people when you need to
know more information. It is common to feel overwhelmed or unsure during the first six
months of a paid or a volunteer job. It gets easier with time.

Remember that volunteering should be enjoyable, but it is still work. You should have some kind
of interview process, receive a job title and description, and follow many of the same policies
and expectations as the rest of the staff. The staff at the nonprofit work there every day and are
depending on you to help them complete the agency's work. It may help to think of yourself as
staff. It is also helpful to remember that you will generally gain more than you will give, so the
more you do, the more you will gain. And if you do little, you will gain little.
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Career development opportunities

Choosing the right volunteer opportunity is not easy when you are considering job searches,
career changes or gaps of unemployment. Your interests, motivations, current skills, and
desired skills may significantly drive your selection, but you may also want to consider other
types of volunteering and networking specifically geared to
help grow your professional development, community
connections, and may be more likely to lead to a
professional position. The volunteer roles in this section will
allow you to build on more direct connections to businesses
or careers you have already identified and with which you
seek to have more experience.

Job shadowing
Job shadowing is used within a business to help an
employee better understand a different job position or
leadership role to assure a change in position or a
promotion is a good fit. In job shadowing, you shadow a
person to learn certain behaviors, competencies, or knowledge. If you complete a job
shadowing experience, you will generally follow one employee who volunteers to teach you his
or her daily routine. Sometimes, when people from outside of a business complete job
shadowing, it may be called an externship because the person is external to the business. While
these situations generally last two to four weeks, they are once again great ways to make
connections and determine if a specific career is a good fit for you. Job shadowing might not
allow for actual completion of job functions, but it is a form of volunteering that gives you insight
into a potential career.

Informational career interviews and meetings
An informational career interview is when you complete a structured interview of an individual in
a particular job or career field. They are often done one-on-one and are one-time in nature.
They can allow you to have a clear insight into a specific career, possibly help you make
connections, and give you a sense of how you might develop into a specific career. If you set-up
an informational interview with a professional, it is important to be prepared. Write out your
questions prior to the meeting and ask for advice about how you might enter the field, what skills
are needed, and which ones might be most helpful to develop while you are searching for a
position. Career interviews are not job interviews, although you should dress professionally and
prepare in advance when you conduct one. You may violate the trust of the interviewee if you
ask for a job or try to turn it into a justification why the interviewee should hire you. However, it is
okay to seek advice and ask the interviewee to help make connections for you. Career
interviewees will often make introductions to their friends or professional colleagues. If you have
several years of experience in one field, you may also volunteer to be an interview for students
on a college or university campus. You can offer this service to the career center on most
colleges or universities.

Career Builder Quick Tip:
If you are concerned about
relying solely on volunteering
with an organization to build
your resumé, talk with the
volunteer manager and staff
about other ways you can
engage with professionals in the
organization. It is a great way to
add additional titles to your
experience, and give you new
perspectives on career
opportunities.
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Resumé/interview assistance to nonprofits
Many nonprofits are working to help their clients or students find employment too. Services
offered include resumé writing, mock interviewing, and actual job searching. Volunteering to
help with these kinds of positions may help you to better understand new strategies for your
own career search and help you understand career development from the other side.
Additionally, some of the resources and tools you learn through your training may be useful.

Career panels
Career panels are hosted by universities or colleges. They usually focus on bringing together
people from similar professions to offer advice about how to get into those careers. By attending
such a panel, you may gain new insights into a possible career from various perspectives. You
may also choose to volunteer as a panelist if you have enough experience. These panels may
be organized through various departments on campus as relevant career days (such as
accounting professors bringing in accountants) or may be through the campus career center.
You should start with the career center if you don’t have a connection to the department related
to your field of experience.

Facilitate a workshop or class
After many years of a career, you may find that you have experience, skills, and knowledge you
want to share with others. Specific career workshops or ongoing classes are offered on
university and college campuses, in nonprofits and through professionals associations. If you
find you have the knowledge, skills, and interest in facilitating these workshops, you should
approach the process as though it were an actual job search, even if you are offering your skills
and talents for free. You should prepare a resumé highlighting your relevant skills and submit it
with a cover letter to the appropriate staff.

Professional associations
A professional association or society is a nonprofit group targeting a particular profession or
career field. Professional associations often set ethical standards, develop educational
experiences, build networking opportunities and offer other professional connections. Some
popular associations cater to young professionals, fundraisers, realtors, marketing staff, social
workers and many more. You may need to research to find out if an association exists for your
field of interest, and if one does not, you always have the opportunity to start one. Some
associations may be local, while others are statewide or national in scope. These associations
are usually volunteer driven and offer great options to make professional connections, build
skills and knowledge, and keep vested in a particular field. Volunteer experiences offered
through them may be anything from officer roles to event planning and project management.
Individuals in these organizations are often the first ones to know about new job openings in the
field and will often provide a listing or awareness of them.
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Career Builder Quick Tip:
Review this list of internship
characteristics. It is very important
that an internship support work skills
and the development of your resumé.
As an intern, your experience should
be valuable for you and the agency.
Internships are becoming more
common for all professionals and not
only for students.

Internships

Internships can be similar to volunteering in many ways, although they tend to be more formal
and structured in nature. Internships are short-term working assignments that are designed to
gain experience, skills, and knowledge for a specific career field. Internships are different from
temporary jobs in that they are designed to build specific career skills and provide career
training that would be viewed as relevant experience in the job market. Internships may be paid
or unpaid, but certain laws restrict businesses from offering unpaid internships. Nonprofits and
governmental organizations are permitted to offer unpaid internships as long as they follow
specific guidelines. You should always clarify whether an internship is paid or unpaid prior to
starting and be aware that some businesses and nonprofits have policies preventing free
internships. Paid internships generally do not provide high wages and are seen as an
opportunity to provide the intern with new experiences rather than enhancing existing ones.
Some internships are scheduled at specific times during the year, such as summer or for one
semester during the school year, and internships commonly last three to nine months. While
many people consider internships to be for high school, college students or recent graduates,
they are increasingly being offered to adults who are exploring new or alternative career
opportunities.

Why consider an internship?
 Build relevant skills in a field where you hope to work

 Gain experience in a professional work environment

 Expand opportunities that you can include on your
resumé

 Develop a professional network of people who may
help you connect to a job or act as references for you

 Explore different career opportunities to see if you
might be interested in them

 Potentially connect to someone who may act as a mentor in your job search or during a
job transition

With a complex and difficult job market, internships are good options for people who are new to
the workforce, changing careers, or unemployed for a period of time. Internships help assure
that you are genuinely interested in a particular career or provide real experience in your
desired field. Internships cannot displace existing workers or positions, and you are never
guaranteed a paid or permanent position upon completion of one. However, internships do allow
a business to determine if they might be interested in hiring you, give you a chance to meet
existing employees, and make potential job connections. When starting an internship, you
should always set some goals that help assure the best possible experience. You should treat
an internship as a commitment. If you are offered and accept one, you should plan to complete
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the full term of the assignment. Although you may and likely will continue a job search, you
should communicate to potential employers your intention to fulfill your intern responsibilities. If
you are offered a permanent job, your new employer will appreciate your dedication and
commitment to finish your prior tasks.

Once at an internship, ask to be given a project to oversee that allows you to manage it from
beginning to end. This will help you to clearly explain your project management skills and
provide a specific example of success on your resumé and in future interviews. You should
always start by asking and logging the skills you need and will learn during your internship.
Some of the forms in this section and elsewhere in the toolkit will help.

Important questions to ask yourself before accepting an internship:
 Will I be able to live on the pay of an internship or can I live without pay if needed?

 Can I commit to the full timeframe of the internship?

 How will I continue my job search while completing the internship?

 At the end of the internship, what kind of skills do I want to have learned?

 How will I explain my experience in terms of a professional career?

Internship assessment tools

There are three tools included here to help you during your internship. The first is the Intern Self
Assessment Form. This is designed for you to complete prior to or on the first day of your
internship. It helps guide you through some initial thoughts, goals, and desires for your
internship.

The second tool is the Intern Goal Form, which is designed to help you set both personal and
professional goals and to report back on them at the end of the internship. The final template is
the Self Review and Supervisor Review forms which mirror each other and allow you and your
supervisor to evaluate your final competency development at the end of the internship.
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Sample– Intern Self Assessment Form

Date: Name: _____

Position: Direct supervisor: _____

Business/Agency ________________ Internship time period: ______________________

What skills do I currently possess that I think I will be able to use during this internship?

What skills do I hope to learn or improve during this internship?

Which experiences or activities will most enhance my future career goals?

Which areas in the organization do I hope to connect to? Are there specific people that I want to
meet or work with in this internship?

Are there experiences outside of my expected scope where I hope to offer assistance?

When I finish this internship, what outcome do I hope to have achieved?

How would I describe my personality in a working environment? How could my skills and
personality help and/or hinder my internship?

What will I need from my supervisor to be successful?
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Sample– Intern Goal Form

Name: ______ Position: ______ Date:

Business/Agency ________________ Direct supervisor: ____________ Internship time period: _____

Develop at the beginning of the internship:

Intern To Complete
Goals
(What do I hope to achieve?)

Objectives
(What will I need to do to make
sure I reach my goal?)

Timeline
(When is my
deadline?)

Success Measure
(How will I measure my
success?)

Resources
(What tools and resources do I
need to be successful?)

Professional Goals
1.

2.

3.

4.

5.

Personal Goals
1.

2.

3.

4.

5.
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Sample– Intern Goal Form Continued

Name: ______ Position: ______ Date:

Direct supervisor: ______ Business/Agency ________________ Internship time period: ___________

Complete at the end of the internship:

Intern To Complete
Goals Outcome Intern

Comments
Supervisor Comments

1.

2.

3.

4.

5.
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Sample– Intern final assessment
Intern Self Review

Name: Position: _________ Date:

Direct supervisor: Business/Agency: _______________ Overview of intern’s performance at ___ month(s)

Competency Needs
Improvement

Competent Proficient Advanced Not
Applicable

Professionalism – appropriate dress code; attendance and
timeliness; follow through
Communication Skills – able to express ideas; demonstrates
active listening skills; updates supervisor
Problem Solving – demonstrates ability to stay calm in a
crisis; able to resolve problems independently; seeks
assistance when appropriate
Strategic Thinking – Uses critical thinking to develop
effective solutions; demonstrates creativity and is capable of
making connections between different types of information
Integrity/Accountability – accepts responsibility; work is
accurate and as agreed upon
Organization – attention to detail; organizational style; ability
to maintain records
Working Relationships – demonstrates strong customer
service skills; is a team player
Project Management – able to manage projects within
expected scope, timeframe, and budget
Computer Skills – possess appropriate computer skills
Diversity – effectively works with diverse populations and
diversity issues
Other:
Other:
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Sample– Intern final assessment
Supervisor Review

Name: Position: Date:

Direct supervisor: Business/Agency: _______________ Overview of intern’s performance at ___ month(s)

Competency Needs
Improvement

Competent Proficient Advanced Not Applicable

Professionalism - appropriate dress code; attendance and
timeliness; follow through
Communication Skills - able to express ideas;
demonstrates active listening skills; updates supervisor
Problem Solving – demonstrates ability to stay calm in a
crisis; able to resolve problems independently; seeks
assistance when appropriate
Strategic Thinking - Uses critical thinking to develop
effective solutions; demonstrates creativity and is capable of
making connections between different types of information
Integrity/Accountability - accepts responsibility; work is
accurate and as agreed upon
Organization – attention to detail; organizational style; ability
to maintain records
Working Relationships – demonstrates strong customer
service skills; is a team player
Project Management – able to manage projects within
expected scope, timeframe, and budget
Computer Skills – possess appropriate computer skills
Diversity – effectively works with diverse populations and
diversity issues
Other:
Other:
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Career Builder Quick Tip
Career interest in the
nonprofit sector may be
motivated by a number of
factors. If you are not sure
about a career in the
nonprofit sector, review the
pros/cons list at the end of
this section for more
insights into the sector.

Interest in nonprofit employment

In your experience professionally or in volunteer service, you may identify an interest in
pursuing a career in the nonprofit sector. Volunteerism is an excellent opportunity to gain
exposure in the sector, which is very valuable when searching for jobs, applying for positions
and in interviews. You may choose to focus your volunteer efforts with the organization where
you hope to find employment; in the field of work you are most interested in, or in both. Follow
these five steps if you are interested in a career in the nonprofit sector.

1. Identify a cause and type of nonprofit organizations where you would like to work.

Nonprofit organizations have their own culture, policies and procedures. As we discussed earlier
in this toolkit it is important to find an organization, not just a cause, which fits your interests and
motivations. In most large communities several organizations may be providing the same or
similar services; so if you are looking to support a certain type of nonprofit, you may have
options in your community. If you are concerned about an
organization’s reputation or the quality of services they provide,
you can use resources like GuideStar, an online database of
nonprofit organizations that provides their tax returns, to learn
about their programs and fundraising expenditures. You can also
use community involvement resources to connect to organizations,
such as United Way of Central Indiana’s Volunteer Center
webpage. Links to both sites are listed in the resources section of
this toolkit.

2. Select a volunteer position you can commit to and will
highlight your professional skills. Here are some basic questions to consider when
selecting a position or organization:

 What are my goals for my volunteer service overall?

 What types of positions will help me achieve these goals?

 What organizations interest me most? Do I have a preference?

 How much time do I have to volunteer and when am I available?

This final question is valuable because some positions are only available during certain times of
day. Organizations that work with special populations may only have volunteer roles during
business hours, while others may only need help on weekends when staff is not available.

3. Network with nonprofit staff, volunteers and board members and talk about your interest
in employment in the nonprofit sector.

Volunteering for an organization is a great first step to learn about the nonprofit sector and the
organization you are serving. While volunteering, the nonprofit staff will learn about your
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strengths and skills, and it is a clear opportunity to show what you are capable of doing. Staff at
nonprofits often start out as volunteers. Volunteering may give you an advantage over other
candidates if you apply for a job there; however, you cannot assume that you will be given
preferential treatment or that you are the best person for the job.

Networking with fellow volunteers and staff from the organization where you volunteer can also
be valuable when done outside of your regular volunteer efforts. Many community events (such
as educational presentations or fundraisers) allow you to network with those connected to your
volunteer organization, but may also allow you to meet professionals and volunteers from other
nonprofits. Attending nonprofit events is most effective when developing and maintaining
relationships, regardless if they are with staff or other volunteers. If you are not sure how to
learn about area events, here are some recommendations:

 Communicate with staff and volunteers at agencies where you serve about organization
events and other events in the area

 Visit the online community calendar websites that are available on local news sites, area
community involvement sites and area newspaper sites

 Contact agencies or visit organization websites to learn about event costs, activities at
the event, and some recommendations about appropriate attire

 Use your best judgment on deciding what events will be most helpful. If you are nervous
about attending alone, talk with friends and fellow volunteers and go with a group.

After you select an event you would like to attend, research about it, the organization and the
typical attendees. You can assume that agency staff and high-level volunteers will be at events
like fundraiser, awareness or advocacy events. Your goal at events is to build relationships,
which means you should invest time in conversations at all levels of an organization. Do not
focus on meeting as many people as possible, or expect to meet the organization’s CEO or
board chairman at your first event. Use networking skills (discussed later in the toolkit) to have
quality conversations.

Nonprofit professionals are passionate and relationship-focused. If you approach them with the
right attitude and a willingness to learn, they will usually be happy to speak with you about the
sector, potential career contacts, and available positions. These positions and contacts can be
throughout a community, a service area, around the country, and within their organization.
Requesting an informational interview, or a formal discussion about the nonprofit professional’s
career, education, experience and connections, is a great way to learn and build relationships
one-on-one.

4. Connect to partner organizations or other stakeholders

In addition to employees and volunteers of agencies where you want to work, it is also valuable
to know the stakeholders in the organization. Do they partner with other agencies? How can you
build positive relationships with volunteers, clients and communities they serve? Building
relationships among stakeholders can be helpful when it is time to apply for a position.
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Career Builder Quick-Tip:
When you are ready to apply
for a position, reflect and write
down descriptions about what
excites you most about
nonprofit organizations and
especially the nonprofit where
you are applying. Describe
your passion and enthusiasm
in your materials

Attending events is one way to connect in the sector, but you can also reach out to
professionals individually for advice.

5. Reach out to nonprofits in the community through letters of interest or email

In some circumstances, you may decide to write a letter of interest
to an organization. A letter of interest allows you to express your
enthusiasm for the agency’s work, request information about
available positions, and helps you gain exposure to the hiring
manager. Letters of interest may have limited value in today’s
nonprofit job market because there is more information online about
an agency and the available jobs. However, you could write a letter
of interest when an organization has no appropriate openings for
your skills or experiences, and if you are unable to have in-person
contact with the agency it may also be a good option for you. Letters
of interest are different than cover letters because cover letters are only written and submitted
with applications and resumés.

Your nonprofit job search should focus on an organization that you admire and respect.
Applying for jobs in the nonprofit sector is very similar to the for-profit world. Read position
descriptions carefully, research the organization and utilize your professional network to pursue
a successful job search.

A career in the nonprofit sector can be extremely rewarding, and although the sector is always
seeking skilled, professional and passionate people, it is not a great fit for everyone. This brief
pro/con list can give some insight into whether or not this career field is right for you.

Pros Cons
Nonprofits provide an opportunity to connect to
important community causes

Compensation and benefits packages are
usually less than for-profit companies

It may feel rewarding to assist those in need Some find it challenging to witness troubled
families, individuals with addiction, mental
health issues, poverty or serious illness

Organizations often offer flexible scheduling or
additional vacation time to alleviate pay and
benefits gaps

Funding sources can be timed or change
resulting in short-term grant-funded jobs
instead of long-term permanent positions

Half-time job seekers may be excited by the
common half-time position availability

Full-time job seekers may notice it is common
to see half-time positions available

There are opportunities to connect with
community leaders

Often extensive tracking and paperwork for
staff to demonstrate compliance with grants

Connect to programs or initiatives that were
impactful in your life or lives of family and
friends to help them continue in the community

Salaried staff members are often expected to
work hours outside of the typical work time;
evening and weekend events are common

Daily tasks usually vary and there are usually
many opportunities to collaborate with staff
and learn from staff or volunteers

Employee burnout in social services is more
common due to high-stress situations related
to working with at-risk populations
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Volunteering and
your job search
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Volunteering and your job search
Now that you established what volunteer service can support your interests and reach your
professional development goals, it is necessary to discuss the value of volunteerism during your
job search, networking, and future career plans. While you are searching for work or preparing
to change careers, volunteer service and experience can play a significant role in your
preparation, job search materials, and your future career. This section highlights many important
opportunities for you to include your relevant volunteer experience and discuss your
achievements as a volunteer with prospective employers. There are also tips on utilizing a
professional network to advance your career. The assessments and activities in these sections
rely on both your understanding of personal interests and skills, as well as a review of job
assessment and career search practices. This section does not discuss career resources and
tools generally, but rather focuses on how you can leverage your materials and experiences by
using your volunteer service.

If you want more information on basic job search activities, check out the references section at
the end of the toolkit.
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Volunteering as a resumé builder

Resumés are a tool for job seekers that demonstrate a set
of skills, experiences and competencies and typically
summarize education as well as professional or work
experience. Though resumés can be formatted in many
different ways, there are three types of resumés and each
is appropriate in a different situation. Chronological
resumés list positions and education in order, with the most
recent employment or education at the top. Functional
resumés group experiences based on skills instead of
positions. Combination resumés use skills and experiences
as themes and then incorporates chronological listings of
experience. You can find tips and examples for each of these resumé types online and there are
several nonprofit organizations that provide education on resumé writing if you need further
assistance. The purpose of this section is to highlight volunteer experiences on your resumé
using these seven tips:

1) Including volunteer information on your resumé can help round out your experiences and
fill any gaps in your employment. Taking on additional responsibilities as a volunteer can
show a potential employer that you are willing to take on new challenges and try new
things. You can demonstrate development of transferrable professional and
interpersonal skills through volunteerism. Varied experiences, including service that
does not relate to your field, can show commitment and character.

2) When you track your volunteer experience, use the same methods that you do for your
paid employment. Keep records of dates that you volunteered and names and
addresses of organizations. List each position by its title, and include skills and
responsibilities of each. Include numbers and
specifics about what you have accomplished. You
can use information from the position description
that the organization provides you, or write your
own to reflect what you do. Tailor each experience
to the position that you are applying for and use
action verbs to describe your responsibilities.
When describing past responsibilities use past
tense verbs and present tense for those
responsibilities that are still current. Ask yourself:
What have I done? What have I achieved? What
have I gained from this experience? What can I
offer an employer?

3) Just as you would with paid employment, only list positions that are relevant to your
current job search. There is no need to include every occasion you volunteered. Make
sure you can speak about each experience listed on your resumé, and that each

Career Builder Quick Tip:
One way to learn more about
how you can market your
volunteer experiences, is to
research companies of
interest to you and learn about
how they value volunteering.
Companies that value
community involvement,
networking and community
development are excited to
hear about your volunteering
experience.

Career Builder Quick Tip:
When you are ready to take on more
leadership as a volunteer, communicate
with your volunteer supervisor about
your performance and discuss your
interest in new projects with more
responsibility. New responsibilities may
increase time commitments, so be
prepared for changes to expectations
and the amount of time you spend
volunteering as a result of new projects.
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example has relevance today. Too much information will distract employers from your
real skills.

4) When volunteering, seek out opportunities to grow and to take on leadership roles.
Update your resumé on a regular basis so it always has the most current information.
Include all of the new skills you learned through volunteer work, or any new experiences
that are applicable to the positions that you are applying for.

5) Research if you are eligible for awards through the organization or community in which
you volunteer. Some awards are self-nominated, but others require an organization, staff
member or volunteer to sponsor you. Any recognition you receive is another opportunity
to showcase your dedication and your willingness to go above and beyond.

6) As you build your new resumé, there are several ways to make it clear that some
experiences were volunteer positions and others paid. Most employers value volunteer
experience, but it is important that hiring managers can tell the difference between your
paid and unpaid positions. Be cautious not to overemphasize your volunteer work at the
cost of your relevant paid career experience. One approach to keep it separate is to
include your volunteer experience on a separate page and include it with your
application. This is what is known as a volunteer resumé. A volunteer resumé is a
companion to your professional resumé. You will read more information about it at the
end of this section.

7) Keep in mind that there is not just a single right way to write your resumé. The way your
resumé is written will depend on the position you are applying to and on your own writing
style. Once you finish writing your resumé, make sure you have others look at it but
remember that not all of them might have a consistent opinion. It is always good to hear
a second and third opinion, but at the end, it is up to you to decide what to include and
what to leave off your resumé.

Cautions regarding service descriptions and organizations

Consider what a hiring manager could infer about your volunteer service. A nonprofit that is
personally significant to you might tell an employer more than you want to share. If you are
concerned about the assumptions a potential employer could make, you may want to leave
names of organizations off of your resumé, and instead list them by skills or by title. If you have
a lot of responsibility or hold a critical role in the organization, the cost of leaving it off of your
resumé may be too great. It is up to you to decide whether you are willing to share information
that could reveal your personal values. Would you want to work for an employer who would
discriminate against you? While it is illegal for employers to make decisions based on many of
these issues, those reviewing resumés may make conscious or unconscious screening choices
to include you or exclude you in the interview process purely based on volunteer experience.
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Types of volunteer experiences that may reveal your values or allow a potential employer to
make a judgment about you include:

 Religious volunteer work

 Organizations with missions that have strong social beliefs (beliefs rooted in a sense that
society or government should be a certain way, including such things as war,
government, sexual issues, etc.)

 Positions which reveal political views or identify you with a specific political party

 Organizations that focus on specific ethnic groups

 Extremists organizations

 Public protests or volunteering that may suggest a rebellious nature

To illustrate how your volunteer experience could reveal a lot about yourself, take a look at the
following sample section of a resumé. What could you assume from this information?

Volunteer experience Assumption
Amigos, Christmas gift coordinator for Latino children
Mexican-American Political Bureau, Advocacy coordinator
Baptist Home Mission, Youth counselor
Sex Educator, Planned Parenthood
Outreach Worker, National Rifle Association
Voter Registration, Democratic Party

Including volunteer experience on your resumé

Volunteer experience may be represented in three different resumé formats. The first one is a
functional resumé. In a functional resumé, skills developed through both professional work and
volunteering may be highlighted equally. The second type is a chronological resumé where
positions are listed in order of start-date, and the third is a combination resumé, where your
experience is listed first, separate from your educational background. In the second and third
types, you will need to consider two different approaches. You may list your experience under
the heading of "Community Involvement" or "Volunteer Experience". Perhaps the most common
method, listing your volunteer experience chronologically, might look like this:

Never list your title merely as "volunteer". Instead, use tutor, office assistant, event planner, etc.
The listing above allows you to show a wide array of volunteer experiences; however, it does
not allow for a clear understanding of responsibilities or accomplishments.

Community Involvement
 Jameson Organization, Advisory Board Member 2010-2014
 Happy Tutor Inc, Marion County Jail 2013
 Giving Back, Member 2011-current
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Volunteer experience may be summarized in the same way you would describe employment,
allowing for those expanded functions to be highlighted. One example might include:

How do you think an employer might view the two different ways Jameson Organization was
listed above?

Why would you select one listing over another? You may have special preferences depending
on the position you are applying for and the relevance of the volunteer experience.

Integrating or separating volunteer experience

Whichever format you choose for your resumé, you will also have to decide whether to integrate
your volunteer experience into your paid employment, or list it in a separate section. One way to
help you decide is to research the company to determine their level of community support and
philanthropic effort. Organizations that value these as part of the corporate culture will be more
likely to appreciate an integrated approach. Below are some pros and cons to integrating your
volunteer and paid experience:

Pros Cons
 Highlights skills developed while

volunteering
 Increases value of volunteer

experience
 Great if employer values community

and philanthropy
 Fills in any gaps in employment

 Volunteer experience can distract
employer from your paid relevant
professional experience

 Employer may not be able to
differentiate between paid and
volunteer experience

 Your choice of organization may reveal
personal information

Next, you will find an activity about how to include your volunteer experience and examples of
resumés where the volunteer experience has been either integrated or separated, and
summarized or listed. Review the differences in the style of resumé and make notes on what
you like best.

Jameson Organization 2010-2011
Advisory Board Member
Provided ongoing feedback to the Executive Director and the Board of Directors.
Conducted speaking engagements and solicited funds from potential donors.
Results: Personally raised $12,000 and conducted 8 speaking engagements annually.
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Activity – Featuring your volunteer experience in your professional or volunteer resumé

Whether you decide to incorporate your volunteer experience into your resumé or create a volunteer resumé, it is helpful to scope out
your volunteer experience so you can explain them. The chart below is one way to approach this process. Review the examples and
complete your own assessment of your volunteer experiences.

Volunteer
position

Volunteer project or
organization

My direct
responsibilities

Skills I developed, learned or
used for this activity

Outcomes that I
completed/contributed to

EXAMPLE:
Marketing chair

EXAMPLE:
XYZ Walk-a-thon

EXAMPLE:
Wrote press releases,
contacted the media to get
coverage, greeted media
on-site

EXAMPLE:
Media relations, writing, editing,
verbal communication

EXAMPLE:
 3 media interviews prior to event
 2 media interviews day of event
 Increased media coverage by 50%
 Increased event revenue by 10%
 Total event revenue was $50,000

EXAMPLE:
Tutor

EXAMPLE:
Fun Tutoring Inc.

EXAMPLE:
Tutoring one-on-one with
two students

EXAMPLE:
Teaching, writing, critical thinking,
coaching

EXAMPLE:
 Students moved up two grade levels

in reading comprehension scores
 Students passed into the next grade
 Students are excited about reading
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Sample– Resumé with integrated volunteer experience – Can you tell which experience is
paid and which is volunteer?

James Smith
123 Some Road (317) 333-3333
Indianapolis, IN  46220 somename@hotmail.com

PROFESSIONAL SKILLS

 Solid experience in executive leadership, budget management, human resources, strategic planning,
marketing, and fundraising

 Dynamic leader with consistent record of motivating people and creating team environments

EXPERIENCE

Green Peas Foundation, Irvine, CA June 2009 – Present
CEO/Executive Director
Manage human, financial, and physical resources in order to provide comprehensive social services to low
income people. Administer day-to-day operations including implementing the strategic plan and policies set by
the Board of Directors. Maintain overall responsibility for $6 million budget, supervision of sixty-six staff.

Help Your Neighbor Food Pantry, Irvine, CA May 2008 – Present
Pantry Coordinator
Help secure food donations, promoted pantry needs to community, and assisted in managing ongoing
operation. Feed 45 hungry families each week.

Save The World Center, Inc., Indianapolis, IN April 2005 – April 2008
Director of Development and Marketing
Responsible for agency-wide fundraising initiatives. Extensive participation with Board and governing
committees. Managed annual campaign solicitations to corporations, foundations, and individuals. Developed
and implemented annual marketing efforts. Fundraised $1 million annually.

Indianapolis Volunteer Superstar Awards, Indianapolis, IN January 2004 - Dec. 2007
Member, Board of Directors and Event Coordinator
Provided advice and guidance for the Executive Director and organized a gala attracting 350 attendees.

Polka Dot Museum of Art, Indianapolis, IN April 1996 - April 2004
Grants Writer/Event Coordinator
Researched and wrote foundation grant proposals. Solicited and recognized corporate donations. Coordinated
fundraising events including classic film series, jazz concerts, and donor receptions.

ACADEMIC PREPARATION

B.A., Indianapolis Inner-City University, Indianapolis, IN, 1990
Double Major: English and Speech Communications
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Sample– Resumé with volunteer experience listed separately

Jane Doe
322 Caraway Street, Indianapolis, IN 47551

317-812-2443 e-mail@hotmail.com

PROFESSIONAL EXPERIENCE

Resource Development Officer
MCCOY, Marion County Commission on Youth, Indianapolis, IN October 2010-present
An intermediary youth-serving organization

 Manage all fund development for the Early Intervention and Prevention Initiative
 Grant writing, communications, grant reporting, prospect research, donor relations

Interim AmeriCorps Program Director
Boys and Girls Clubs of Indianapolis, Indianapolis, IN May- October 2010
A youth development organization that provides extracurricular activities for urban children

 Recruited, trained, and managed 38 AmeriCorps Members at ten sites
 Coordinated grant reporting to Federal and State governments

EDUCATION

Indiana University, Indianapolis, IN May 2010
 Master of Arts, Philanthropic Studies
 Master of Public Affairs, Non Profit Management

 Completed a dual Masters program in five semesters
 Achieved a 3.7 out of 4.0 GPA

Indiana University, Bloomington May 2001
 Bachelor of the Arts, Gender Studies and Cultural Anthropology

PROFESSIONAL DEVELOPMENT AND COMMUNITY ENGAGEMENT

 Cities of Service, Advisory Board Member 2010-2011
 Indy Reads Tutor, Marion County Jail II 2011
 Giving Sum Member 2010-2011
 Association of Fundraising Professionals Member 2008-2011
 AmeriCorps State Member (Peace Learning Center and Horizon House) 2002-2004

PROFICIENCIES
Microsoft Windows 7, Raiser’s Edge, E-Tapestry, Constant Contact, Adobe Creative Suite, Training,
Facilitation, Website content management systems
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Volunteer resumé

Now that you explored your options to feature your volunteer experience on your professional
resumé, you may want to consider writing a companion piece known as a volunteer resumé. A
volunteer resumé is a supplemental piece to your professional resumé that details your
volunteer roles, the specific job functions and skills used, and highlight some significant
successes or outcomes from your experiences. Volunteer resumés are not generally intended to
replace your professional resumé, nor should you remove your volunteer experience from your
professional resumé if you create one. As such, some information may be duplicated between
your professional and your volunteer resumés. Oftentimes, significant or relevant volunteer
experiences are highlighted on your professional resumé, while a volunteer resumé may
capture more experiences and more details to those experiences.

In limited cases, your volunteer resumé might serve as your primary resumé. For example, if
you are new to the workforce and have no professional experience, or if you are returning to the
workforce after years and have completed some volunteer work during your absence, you may
want to use a volunteer resumé as your primary resumé. In most cases, a volunteer resumé is a
separate document that serves a specific function.

Like a professional resumé, you will decide if your volunteer resumé is primarily chronological or
functional in nature. Each has its own benefits as noted previously in this toolkit. When you
create your volunteer resumé, you should follow all the same rules of a traditional resumé,
except it will exclusively feature your volunteer work. In addition to your volunteer experiences,
you may include your education, training sessions that you completed during volunteer
experiences or may be relevant to volunteer work, references from agencies where you have
volunteered, and skill summaries obtained through volunteering. Volunteer resumés can be:

 Provided to potential nonprofits organizations where you wish to volunteer

 Utilized during interviews to help you stand out from other candidates and to
demonstrate your strong commitment to improving the community

 Delivered with annual reviews to your supervisor in order to highlight experiences
outside the work day

 Submitted to your supervisor during the year to remind him or her about the professional
skills you are developing in other ways
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Sample– Volunteer resumé

Consider this example. Reflect on what you like best and how you might create one.

Brittanie Peterson642 Ohio AvenueIndianapolis, IN 46425317-333-3333nonaddress@gmail.com
SKILL AREASWritten/Oral communication Needs analysis and problem solvingTraining skills Resources Acquisition/ManagementDiversity awareness and cultural inclusion                                                                        Staff Orientation/Supervision

VOLUNTEER EXPERIENCE

Leaders of Tomorrow, Inc, Indianapolis, IN
Educational and Community Resource Volunteer May 2012-Present

 Develop curriculum for primary school education programs and adult programs designed to improveeconomic and educational statuses
 Survey needs and develop services that involve cross-cultural adaptation
 Create work plan for primary and secondary school projects including allocation of resources
 Provide career guidance to secondary school studentsChristmas Charity, South Bend, INFundraising Volunteer 2010-2011
 Developed individual fundraising activities to raise awareness and financial support
 Increased donations from individual fundraising efforts by 50% ($5,000 increase in oneyear)
 Conducted a study in conjunction with Corporate Relations and Development Team todetermine where fundraising efforts were needed
 Promoted sponsorship opportunities and assisted in the planning of special eventsBig Brothers/Big Sisters, South Bend, IN 2005-2009Tutors Coordinator
 Trained new tutors, supervised current tutors and developed new tutoring resources
 Tutored ages 8-13 and assisted with homework assignments
 Assisted with and participated in group activities and field trips
 Monitored youth during activities

CERTIFICATIONS AND TRAINING
 Certified Tutor
 Special Events Training
 Principles and Techniques of Fundraising Training

EDUCATION
University of Notre Dame, South Bend, IN
Public Administration, BS

 Graduation Date: May 2009
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Volunteering and your cover letter

A cover letter is a letter of interest that accompanies an application for a specific position. Cover
letters are personalized to each job, and are an opportunity to include additional information in
support of your resumé and provide specific examples about your suitability for a position. Not
all positions require a cover letter, but it can serve as a valuable tool in your job search and
application process. Cover letters should include information about volunteer experiences, too.
Overall, remember to always include the following items in
your cover letter:

 Best examples of your past experiences that relate
to the position you want

 Great outcomes and descriptions of your
achievements

 Descriptions of positions, education or experiences
that are also on your resumé

Following these initial tips will give companies a clear narrative about your experiences.

It can be challenging to pick experiences for a cover letter when you have a long work and
volunteer history. Before you start writing the letter, review the job description and consider what
is most important for the position. What is the business communicating as a necessary set of
competencies or skills? After you think about the position, consider the following questions:

 What skills, competencies and abilities do you have that align with the position?

 What are your greatest strengths?

 What are your greatest achievements?

If your responses to these questions are examples from volunteer experiences, you should
include the volunteer service in your cover letter. Cover letters help you to highlight what makes
you the ideal candidate for a position. Writing a cover letter sometimes feels like you are
bragging about successes. While you should not falsify your qualifications, you should not shy
away from celebrating what you do best in your letter. Use these tips when writing your letter:

 Check the document carefully for spelling, punctuation and grammar because
inconsistencies and inaccuracies can prevent you from being considered

 Include only what is on your resumé; it is confusing to a hiring manager if the cover letter
refers to an experience that is not substantiated in the resumé

 Review the job description, and when appropriate, use similar language to explain your
achievements; be careful not to over state experience

Career Builder Quick Tip:
Review the job description and
brainstorm how you can tie in
examples from unrelated past careers
or volunteering. Instead of tying an
entire job to the position, select duties
and responsibilities that related best
to the position you want and describe
them in your cover letter.
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 Brainstorm volunteer achievements or volunteer responsibilities that relate by reviewing
the volunteer position description for the role you performed. You can also talk with
volunteers or the staff member you worked with to brainstorm creative ways to
communicate the project or achievement.

 If you have gaps in your employment, use the cover letter to describe the specific
volunteer service you performed in the community. This helps demonstrate your
commitment to staying active and engaging in the community.

Cover letters can help you provide more details about employment gaps, but it is not necessary
to provide detailed explanations about lost employment. Focus on the best examples of your
experience; too many details confuse your message. A cover letter cannot replace a strong
resumé. The cover letter is an appetizer to your resumé. They are companion documents.

Sample– Cover letter describing volunteer experienceJanuary 27, 2014John SmithHiring ManagerXYZ Inc.123 Main St.Indianapolis, IN 46000Dear John:I am writing to express my interest in the Communications Manager position at XYZ Inc. I saw it posted on the companywebsite, and I am excited to apply for the position. Previously, I worked at ABC Co. as the Communications Coordinator,and though my position was cut for budgetary reasons, I remain enthusiastic about opportunities in the marketing andcommunications field, especially with a great organization like XYZ Inc.I am an excellent candidate for this position because of my extensive experience in the marketing field. At ABC Co., Isuccessfully rebranded their social media and business marketing materials, which resulted in an increased return oninvestment of more than $4,000. Most recently, I was the marketing chairman for Indy Cares’ annual fundraiser. As thechairman, I was responsible for managing five volunteers and developed a marketing strategy that resulted in a 25%increase in attendance and helped Indy Cares raise more than $56,000 to support the organization.I believe that my management and project coordination experience would make me a valuable team member at XYZInc. I can tell from your company website and your presence in the community that there is a strong focus on results-oriented leadership and involvement in the community. I would be proud to be an employee of your company.Thank you for your consideration. Please feel free to contact me at the information below. I look forward to hearingfrom you soon.Sincerely,Penny Peoplespeoples@example.com317-333-3333
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Career Builder Quick Tip:
If you are not comfortable with computers,
research free or low-cost computer
classes on different computer programs. If
you would like to advance existing
knowledge, talk to the volunteer
supervisor to see if there are any projects
you can support. Technology plays an
increasingly significant role in the world,
and is a valuable skill-set to develop.

Volunteering and electronic applications

Electronic applications can differ significantly from business to business, but most have at least
one or two areas where you can list applicable volunteer service. If possible, review the
application page completely before you enter in anything under a particular field in case there is
a better location for the volunteer description. Typically,
a business’s online application has these types of
opportunities to provide volunteering information:

 Work history/experience

 Additional relevant experience

 Community service/involvement

In an online application, you can place your volunteer
experience in any of these fields. If you are offered the
community service section, you should include
information about your volunteer work, but depending on the volunteer experience, you may be
able to include it in more than one section. For example, if you are applying to be an
administrative assistant and you volunteer at an agency providing administrative support to
staff, then you could include it under either of the first two headings and the third as well.

One way you can leverage your volunteer service in your online application is to use each
section purposefully and with a different focus. You can provide basic information about your
volunteer work in one of the experience categories, and provide a brief narrative of your
volunteer achievements in the community service section. This allows you to explain your skills
in greater detail and provides depth to the resumé. It can be especially useful if you do not have
a lot of relevant work experience or have been unemployed for periods of time. Here is an
example of how to include a volunteer project in an electronic application.

Sample– Online applications using volunteer experience

Work experience:
Position title: Canned food drive coordinator Start date: 5/1/2013 End date: 8/1/2013
Compensation: Volunteer or $0.00 Company/address: Indianapolis Food Pantry, 123 Main St Indianapolis, IN 46000
Supervisor: James Jameson May we contact: Yes Contact phone: 317-123-1234

Additional relevant experience:
Organized food drive at Indianapolis Food Pantry: coordinated community outreach, managed 25 volunteers and
supported the collection of 1200 lbs of food for area residents in need.

Community service/involvement:
Indianapolis Food Pantry volunteer and food drive coordinator since December 2011. Served as annual canned food
drive leader for 2013 drive and was recognized as Indianapolis Food Pantry’s outstanding volunteer in July 2013.
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Career Builder Quick Tip:
When you are laid-off or your business
closes, locating new professional
references can be exceptionally
challenging. Consider how you can use
volunteer connections as a substitute for
those who may no longer be able to
serve as a reference.

Here are some general tips for completing an online application:

 Always check spelling, capitalization, grammar and punctuation. Prepare responses
ahead of time.

 Some applications limit the number of characters (letters, punctuation and spaces) in a
response. To count the number of characters, write the response in a Word document,
highlight the response, and click on the “Words” on the bottom left of the document. Use
the “characters with spaces” number to check your response.

 Set aside at least one hour per online application; it is difficult to tell how long it may take
to complete it because each company has different application procedures.

 Create an account to save an application in the system. Sometimes, the system can fail
or time-out during the process. Save it to the system before submitting it. Creating an
account also makes it easier to apply for other jobs at the company in the future.

 Do not use bullet lists. The formatting does not transfer well into the online application,
and it can make materials difficult to read.

 Attach your resumé and cover letter if offered the option. These documents are designed
to your preferences and specifications. They may repeat what the application asks, but it
demonstrates attention to detail and supports the application.

 Be careful with the auto-fill option when items are taken from your resumé and placed in
the application. Review the content of the application to ensure the sections transitioned
properly and that the formatting is suitable. It may be better to copy and paste sections.

Professional references related to volunteering

The best references when seeking a job are people who have seen you work in a professional
capacity, are willing to speak on your behalf, and will say positive statements about you. Most
prospective employers want to talk to your prior
employers. However, your prior employers may only be
willing to confirm that you worked at the business and
which dates. Many businesses have policies only
allowing the human resources team to provide
information about your performance, which would
prohibit your supervisor, colleagues, and anyone still
employed with the business from serving as a
reference. Some employers have adopted a policy of
providing no information, and if you currently hold a job, you may not wish to provide any
references from your current employer to assure confidentiality. Therefore, it is important to
have a list of professional contacts that you know are willing to act as positive references.
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Volunteering offers great networking opportunities and options to gain professional contacts,
and in most cases, your volunteer contacts are free to elaborate about their interactions with
you. People who may make good references include fellow volunteers, the volunteer manager
at the nonprofit, staff who supervise or work closest with you and the executive director. When
considering fellow volunteers, seek individuals whose current profession is connected to your
career industry. It is important that your reference know and can speak to your
accomplishments, so you may choose to write them down and provide them in advance. This
helps assure that what you think is important and what your reference thinks is important
correspond and support each other.

For some businesses, references may be requested by a third party entity, or may be done by
the human resources manager, and are increasingly done via email. You might want to tell your
references to expect any of these methods. As a common courtesy, you should send an email
or make a phone call to your references when you know they may be contacted.

If someone agrees to be a reference for you, ask these questions:
 What contact information should I provide? (Get a phone number and an email address.)

 Do you feel comfortable in saying positive things about me?

 Do you feel comfortable in talking about my accomplishments? (Offer to write some of
them in an email or on a separate sheet for the person.)

 Would you be willing to write a reference letter too? (If yes, ask them to send one to you
directly. This helps the reference organize their thoughts prior to providing a reference.)

On the next page you will find a useful tool to use with your volunteer supervisor. This may be
helpful if you are seeking feedback about your performance and it may help your supervisor
generate ideas for how they could give you a reference.
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Sample- Volunteer performance review form

After you start volunteering, ask your supervising staff member if they have a volunteer
performance review process. If they do not have a process, provide this sample to them and ask
to be evaluated using the criteria below.

Volunteer Name: __________________________ Review Date: ___________________

Nonprofit Supervisor Name: ______________ Volunteer Organization: _______________

Volunteer Position or Volunteer Description: _________________________________________

Core
Expectations

Fails to meet
expectations

Inconsistently
fulfills

expectations

Performance
expectations

fulfilled

Frequently
exceeds

expectations

Consistently
exceeds

expectations
Professionalism
Attendance and
punctuality
Commitment
follow through
Overall work
performance

Professional
Skills
(List Each
Separately)

Fails to meet
expectations

Inconsistently
fulfills

expectations

Performance
expectations

fulfilled

Frequently
exceeds

expectations

Consistently
exceeds

expectations

Competencies Fails to meet
expectations

Inconsistently
fulfills

expectations

Performance
expectations

fulfilled

Frequently
exceeds

expectations

Consistently
exceeds

expectations
Communication
Problem solving
Strategic thinking
Organization
Teamwork and
collaboration
Project
management
Listening skills
Leadership
Other:

Supervisor Comments:

____________________________________________________________________________
Volunteer Signature Date

Supervisor Signature Date



76

United Way of Central Indiana Volunteer Center http://volunteercentralindiana.org

Volunteer experience and the interview

Hiring managers who are excited by your resumé and
support materials will contact you for an interview. Every
company has a different interview process, but in most
cases you will receive a phone call or email to ask you for
a phone or in-person interview. Your volunteer experience
can also set you apart from the crowd in a job interview.
As you prepare, consider your volunteer work and how it
can illustrate your skills. Look at the position description again, and be prepared with examples
of outstanding performances, similar tasks achieved or applicable goals you accomplished. Just
as you did with your resumé, focus your volunteer and paid experience examples to the job
requirements. Use your resumé as point of reference for the interview. Be ready to clarify and
provide more details about any information provided on your resumé or cover letter.

You may decide to bring samples of your professional work or even create a volunteer portfolio,
which is a collection of related volunteer work examples discussed in more detail in the next
section. If you do bring support materials, let the interviewer know that you brought samples of
your work so they understand its purpose during the meeting. As you answer questions, you
may refer to the relevant work samples you provided. However, be prepared for time constraints
or questions that may not relate to your resources or volunteer portfolio. In situations where you
do not have time to share your work samples, you should end the interview by informing the
interviewer about the examples of your accomplishments and offer to present them if and when
a future meeting occurs.

Employers are not just interested in learning about tasks
you were required to complete as part your
regular/volunteer job description. Here are a few examples
of other things to discuss in your interviews:

 Goals you met or surpassed

 Innovative ideas you brought to the workplace or
volunteer position

 Team work or project leadership

 Conflict resolution or management

 Time management and other organization skills

 Any skills you used or developed that will transfer to the position you are interviewing for

Always speak with confidence about your experiences during the interview. The way you
present yourself and your skills will influence your interviewer. If you value an experience, so will
the employer. Your enthusiasm about the challenges you overcame and growth you
experienced will make a difference when the time comes to make a hiring decision.

Career Builder Quick Tip:
Interviews can be intimidating when
you are re-entering the job market.
Volunteering gives you valuable
experiences you can talk about
during an interview that are not only
recent experiences, which
employers always value more, but a
variety of experiences that can relate
to different skills.

Career Builder Quick Tip:
Always bring a few extra copies of
your resumé to give to your
interviewers. If you have any support
materials like a volunteer resumé or
portfolio, as discussed on the next
pages, you will want to have them
prepared to deliver as well.
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Asking questions about the company in your interview is a great way to demonstrate your
interest. At the end of an interview, the hiring manager will usually ask if you have any questions
or if there is anything else you want them to know. This is your chance to clarify any doubts that
might have emerged during the interview or to discuss the topic of volunteering. You can ask
questions about the volunteer philosophy at the workplace. You can also talk about your
volunteer experience if you have more to share.

If you are still not sure what information about your volunteer experience during the interview to
cover, refer to the questions on below. Always discuss relevant work and volunteer experience
when answering interview questions, but in this activity, focus only on your volunteer positions
to practice what you could share.

Activity– Interview practice

Practice replying to these types of interview questions by writing your responses below.

Question Your Response

Where have you volunteered? How long? What
have you done?

In your opinion, what makes a person a good
volunteer?

What are some of your skills and strengths that
make you a good volunteer?

What do you consider to be the results of your
volunteering so far?

What attracted you to volunteering at your
organization?

Other ideas?

Now reflect on your responses. What have you learned about yourself? What are some of your
skills that you have utilized for volunteering? What are some of your volunteering
achievements? Next, write your volunteer story and imagine that your future boss will read it.
What do you want him to read?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
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Activity– Volunteer service in other interview questions

We encourage you to use your volunteer experience to address the interviewer’s questions.
Below are common interview questions. Use your volunteer experience(s) to answer each one.

Question Tip Your example

Give an example of when
you worked well with a
team?

Consider your committee work or event
planning experiences and discuss your
greatest success.

What have you been doing
since your last job?

Discuss the volunteer position(s) you
sought to maintain your skills or develop
new competencies.

Describe a difficult project
situation and how you
overcame it.

Reflect on a challenging experience you
had as a volunteer and how you
successfully worked through it.

What motivates you? Review your volunteer motivators and
determine how these impact your
motivations. Describe how motivations
positively impact your performance and
provide an example.

Tell me about a project you
had to manage from
beginning to end.

Select the best example, but if your best
example involves managing a part of a
larger project, talk about the parts you
assisted with from start-to-finish.

Give an example of a time
you had to think and act
strategically to solve a
problem.

Serving on a board or committee
frequently involves strategic plans and
actions. Most successful problem-solving
involves strategic thinking and action.

Tell us about your
volunteer experience or
community involvement
and what you learned?

Select two or three examples of the best
competencies you have developed or
important achievements you believe bring
value to your professional life.

Do you have any other
questions about our
company or the position?

Ask about the company community
service philosophy. Express the value
service brings to you. If you have not
discussed volunteering, discuss it now.
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Career Builder Quick Tip: You
have an opportunity to highlight your
volunteer experience using the
volunteer portfolio. Ask the
organizations where you volunteer to
provide or help you access copies of
photos, press releases or newspaper
articles for your portfolio.

Volunteer portfolios

A portfolio is a thin, flat case for loose sheets of paper such as drawings, publications,
photographs, maps or other materials related to your work. For many years, portfolios have
been common among specific fields, such as graphic designers, writers, artist, or
photographers. However, they are increasingly becoming more popular as a means to
demonstrate career accomplishments, feature skills developed, show potential growth abilities
of a candidate and to help you stand out from the crowds.

Portfolios are not resumés, and should not be used in place of them. They are additional tools
you use during an interview to highlight skills and help support specific examples. These items
should not be submitted with resumés or sent in advance of an interview unless requested.

Portfolios should not be an extensive compilation of all
your work. Instead they should highlight significant
accomplishments. An ideal length for a portfolio is 6-12
pages, with a maximum of 20. This helps keep you
focused on the important items for inclusion. You may
keep many more items and then feature items in your
portfolio based on relevance to your interview.

A professional portfolio focuses on accomplishments of your working career, while a volunteer
portfolio highlights and documents important components in your volunteer career. Should you
keep both a volunteer and a professional portfolio? You may choose to keep two separate
cases or combine them into one. The benefit in having one that is separated by a divider is that
you may more easily refer to projects in both areas throughout an interview. Creating an
exclusively volunteer portfolio may be useful when you are changing careers and do not have
relevant materials from your professional experience, when you are new or returning to the
workforce, or when it is important to demonstrate your commitment to the community.

Examples of items for your volunteer portfolio:
 Articles that feature a volunteer effort you helped coordinate or participated in

 Invitations, brochures, reports or other printed materials that you helped design or write

 Volunteer job descriptions you have filled

 Reports, letters and other writing samples developed during your volunteer efforts

 Written feedback, evaluations or thank you letters about your volunteer work

 Clear explanations of the impact of your volunteer work

 Photographs of you volunteering

 Awards or recognitions you have received for your volunteering
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Making portfolios:
 Purchase a professional looking binder or case

 When including items, use copies rather than originals - protect your originals at home

 Keep 2-3 copies of each item - if something seems appropriate you can leave a copy
behind during an interview

 Organize your portfolio in some way so you know how to find items easily – you may
want to organize it by skill sets, types of projects, or even chronologically

Volunteerism and networking

Volunteers meet people from different backgrounds but who share common interests. Working
together towards a common goal develops connections that can lead to future opportunities you
might not imagine. Volunteers interact with individuals who lead professional lives outside of
their volunteer service, and some of them may work within your field or field of interest to you.
Tomorrow, you might meet an architect whose relative is a computer engineer who knows about
a job opening that is just perfect for you.

Before we discuss traditional networking, let’s briefly discuss social media. You may have
friends or acquaintances from volunteer work who invite you to “friend” or “follow” them on social
media. Networking on social media is complicated because personal content on pages can be
misinterpreted or inappropriate. In regards to how to use volunteering in your social media
networking, here are a few tips:

 If you are between jobs, you can list yourself as a volunteer with an organization you
support under the “career” section of a site. Always list yourself as a volunteer to avoid
any assumptions or concerns from the organization you are serving.

 Talk with the volunteer manager at your agency about how you can support their social
media pages. There may be opportunities to promote a cause, issue, event or page.

 Do not substitute online for in-person conversations. Be mindful of your electronic
reputation by being positive and professional online, but do not sacrifice one-on-one
meetings for “liking” a post or commenting on a status.

When networking at your volunteer position, there are some basic principles to help you target
your efforts and lead to better results. Here are some networking best practices for you to use:

 Make a positive first impression through your words and actions. As a volunteer, your
performance and commitment will speak of the quality of your work in general.
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 Listen carefully to others, uncover needs at the organization and then offer help.
Demonstrate yourself as a team-player, and there is a strong
likelihood fellow volunteers will help you in return.

 Interact with fellow volunteers or attendees at organization
events. Treat everyone as if they are a potential employer.

 Be interested in other volunteers. Ask them questions about
their free-time and career-related concerns.

 Tell your story. Share details about your path to volunteerism and your career. Keep it
short, simple and interesting.

 Discuss your job search with volunteers and staff and ask for help when appropriate.
People often feel important when connecting others to professional opportunities.

 Do not take “no” personally. Not everyone can help with your search. You will continue
to serve with volunteers and staff and you need to have positive relationships with them.

 Carry personal business cards that you printed at home or through a printing or copy
service. If you have volunteer contacts that have offered to help you, then you can
provide a card or two for them to share with other professionals they know.

 Join and participate in professional associations to connect to career professionals in
your community. Professional associations often have opportunities to volunteer as well.

 Discuss your volunteer experiences when you are networking with fellow volunteers or
out in the community. It is a great way to tell your story and align your volunteerism with
your networking goals.

Activity – Practice networking

Consider the scenarios below. How might you share information about your volunteer
experiences in informal settings? What else might you mention if you are: developing your skills,
looking to change careers, or seeking employment? Practice these scenarios with a partner.

Sample scenarios Networking tip to practice

A neighborhood cookout Ask about hobbies and spare-time activities

A professional association meeting Discuss professional goals and interests

Attending your spouse/partner’s holiday party Ask about individual or company volunteerism

Volunteer opportunity Describe your goals for volunteering

Career-Builder Quick Tip:
If you are not sure how to

develop a conversation when
networking, ask people a
couple questions about
themselves. People enjoy
sharing about their lives.
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Volunteering
on the Job
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Volunteering on the Job
Volunteering is still very useful to your career, even after you have stable employment.
Volunteering can provide ongoing personal satisfaction, a loyal group of friends, and it might
even help you discover a future career you didn’t know existed. For many, volunteering
becomes an important value that is integrated into regular life. However, it can be difficult to
maintain a steady volunteer position, a career, and still have time for hobbies, friends, and
family. Fortunately, many professionals are finding ways to engage in corporate volunteer
opportunities through their employers. These volunteer opportunities usually occur during the
business day and often allow their employees to receive their normal work pay while completing
them. Often called Corporate Social Responsibility (CSR) programs or Employee Volunteer
Programs (EVP), businesses are finding value in not only allowing but encouraging their
employees to participate in community engagement programs. Some research suggests that
these types of programs encourage employee loyalty, job satisfaction and are increasingly
reasons people are selecting employers. This section of the toolkit will explore ways to most
effectively align your volunteer engagement efforts with your professional development, how to
engage in EVPs, and ideas to consider if you are starting an EVP.
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Volunteering on the Job: What does the research tell us?

A study by Points of Light Institute and the HandsOn Network Corporate Service Council (2010)
reported that an Employee Volunteer Program (EVP) is effective in developing employees,
improving public perception of the company, and enhancing business operations. Further, the
study noted that an Employee Volunteer Program is a sensible, efficient method of achieving
general Human Resource objectives for recruiting, retaining, and developing employees

Additional supportive material suggests that employee volunteering:
1. Raises Employee Morale - “94% of companies surveyed believed employee volunteering

provides a way to raise employee morale.”5

2. Boosts Employee Health - “92% of people who volunteer through their workplace report
higher rates of physical and emotional health.” 6

3. Provides Skill Development - “88% of employee volunteers report volunteering provides
networking/career development opportunities.” 7

4. Increases Employee Loyalty - “66% of employees reported a greater commitment to the
company as a result of their experience volunteering.” 8

The research by many organizations describes the strong link between employee and corporate
volunteering and long-term benefits to both individuals and businesses. When communicating
with your supervisor about volunteer opportunities, use these statistics to highlight the value of
serving for yourself, fellow employees and the company.

5 Volunteering-The Business Case: The Benefits of Corporate Volunteering Programmes in
Education,Corporate Citizenship and City of London, 2010
6 United Healthcare Do Good Live Well Study 2010
7 Do Good Live Well Study, UnitedHealthcare and VolunteerMatch, 2010
8 Volunteering-The Business Case: The Benefits of Corporate Volunteering Programmes in Education,
Corporate Citizenship and City of London, 2010
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Career Builder Quick Tip:
Use a plan to select your
volunteer position(s) and prioritize
finding a volunteer role. Holding
yourself to a timeline and having
goals will make the task of finding
meaningful volunteer service feel
achievable.

Volunteer-job alignment in your career

Volunteering to enhance your professional expertise is still
valuable after employment. Consider your professional goals
since you found employment: What areas are you seeking to
develop? Are there skills you need to enhance for your current
job or skills that your supervisor has asked you to work on?
Just as you did when you were seeking employment, you
want to take a look at your job description, performance evaluations and personal goals. These
tools often contain specific skills you need for your job or that your company has identified as
core competencies. Answering these questions and using these tools helps you create
volunteer-job alignment, which can help your employer see the value of your service.

The Volunteer Action Plan on the next page will help you identify opportunities to align
volunteering with professional goals. As you seek volunteer-job alignment, you should first
review your job description. Here you may find some responsibilities, skills, or preferred
experience in which you have limited or no experience. Identifying your gaps will help your
employer see your motivation and determination to succeed and be an effective employee.

Once you have been with a business for more than a year, a second document to examine is
your annual review. It is rare for an annual performance review to be perfect. You can use it to
identify skills or competencies that your supervisor would like you to enhance or learn. Use the
suggestions from your review to select a role and your supervisor will see your dedication to
improving.

The final documents you can review for volunteer-job alignment include: strategic plans,
department or team goals, or individual job or program goals for your specific position. You
should also stay in-tune with emerging goals. Shifts in priorities can happen any time, not just
through an annual planning process. As a result, businesses today are seeking employees who
are interested in helping to move these changes forward. If you can connect to emerging goals,
you will be seen as a strong employee and maybe even as a visionary person. As you review
the suggested business documents for skills and competencies, your next step will be to
consider potential volunteer opportunities that will help you build them. Review the skills and
competencies sections of this toolkit to help identify potential volunteer opportunities. Then
create a Volunteer Action Plan to clearly identify skills and competencies you hope to develop,
potential volunteer positions where you might experience them, a nonprofit where you might find
these positions, and a deadline in which you hope to complete your volunteer experience.
Setting deadlines by which you hope to develop the skills is an important part of the process. In
an open-ended timeframe, it is too easy to delay or forget your plans.

On the following pages, there is a template for a Volunteer Action Plan that you may use.
However, you may create your own format if desired. Once you have completed your Volunteer
Action Plan, you should share it with you manager or your human resources department. It
clearly shows you are taking initiative and acts as documentation to show you are working to
grow professionally.
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Activity- Volunteer Action Plan part 1

Name: ________________________________ Date: ____________________________

Your Employer: _________________________ Your Position: ______________________

Based on the initial consideration of your job description, your annual review and your
future goals, list the top 3-5 goals you hope to achieve through your volunteer efforts:

Example:

I want to have an experience where I get to lead a project so my supervisor understands I am a
strong leader.

Example:

I need to develop stronger organizational skills.

1.

2.

3.

4.

5.

Once you have considered some initial ideas you should closely review the mentioned
documents and complete the relevant sections on the next page. You may find that all of these
are not necessary. For instance, your job description may yield nothing, but two or three items
may emerge from your annual review.
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Activity- Volunteer action plan tools part 2

Please complete each section for your current job, department and company.

Job Description
Responsibilities, Skills, or

Preferred Experience From Job
Description

Potential Volunteer
Opportunity To
Develop Skills

Potential
Nonprofits

Offering
Positions

Desired
Timeline To

Achieve

Annual Review
Skills or Competencies

Identified to Develop
From Annual Review

Potential Volunteer
Opportunity To Develop
Skills or Competencies

Potential
Nonprofits

Offering
Positions

Desired
Timeline To

Achieve

Personal/Team/Department Goals
Skills Needed For Future

Individual, Department, or Team
Goals

Potential Volunteer
Opportunity To
Develop Skills

Potential
Nonprofits

Offering
Positions

Desired
Timeline To

Achieve
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Tips for selecting a volunteer project

The right volunteer opportunity connects closely with your goals and with the goals of the
company. In most cases, you will need to leave your office to perform service during the
workday. Because the company is essentially donating your time away from the office, they may
want to know more about the benefits that they will receive because of the service during work
hours. This is called the Return on Investment (ROI). ROI can be calculated in many ways, such
as increased loyalty, skill development or increased brand awareness in the community. ROI
must be measured in order to be valuable, so selecting the right project is a key to explaining
ROI when your commitment is over. Here are useful tips for selecting a project and
demonstrating its potential for ROI.

 Do you understand the community’s needs? The organization you connect to should
address a real community need.

 Ask the nonprofit agency about the impact of your volunteer work. Why is it important
that this work is completed? This should help you be able to explain it to others.

 Know the commitment. How many hours are you going to commit to? Will they all be
during the business day or some of them on evenings and weekends? How long is the
commitment? One-time for three hours or every week of one hour for nine months?

 How does the commitment fit into your professional schedule? Does your workload allow
for you to complete it? How can you assure your employer that it will positively (not
negatively) impact your performance?

 Map out the skills from your current job that you can use and consider what skills and
competencies you can learn during the volunteer project. Share this with your employer
so they can see it as a professional development opportunity. The Volunteer Action Plan
activity provided in previous pages is designed to help you do this.

 Talk to your manager and human resources staff about the potential professional
development opportunity. Explain to them that the company is investing in your
development at no additional cost. It is not free because your time is a donated cost, but
it may help if there is no other investment from the business.

 Be flexible. The volunteer position might not be what you wanted or hoped. Even if you
research and ask questions, experiences are not always what you expect.

 Report the successes of the experience to your employer. If possible, submit a report in
writing or include your experience in your annual review.

The Employee Skill Assessment Form on the following page is designed to help assess an
employee's skills developed as a result of volunteering. This tool may be used by any individual
volunteer after each volunteer experience or annually after an ongoing volunteer experience.
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Sample- Employee skill assessment form

Name: _____________________________ Volunteer date(s): ____________________

Volunteer position or volunteer description: _________________________________________

Organization where volunteered: _________________________________________________

List relevant
job or
professional
skills below:

As part of
my

volunteering,
I used this

skill

I was able to
develop a

deeper
knowledge
about this

skill

I was able to
increase my

abilities
related to
this skill

somewhat

I was able to
increase my

abilities
related to
this skill

significantly

I will be able to
use the skills I

learned in my job

Example:
Budgeting or
program
assessment

Competencies: I used this
competency

when I
volunteered

I developed
a deeper

knowledge
about this

competency

I increased
my abilities
related to

this
competency
somewhat

I increased
my abilities
related to

this
competency
significantly

I will use
the

competency
I developed

in my job

Communication
Skills
Problem Solving
Ability
Strategic Thinking
Organization Skills
Teamwork and
Collaboration
Project Management
Listening Skills
Leadership
Work with diverse
populations
Other:

Other:
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Taking the lead in finding the right volunteer opportunity

You need to take the lead in finding the right volunteer position for you. In doing so, you should
remember that the selection is a two way process. While the nonprofit is trying to determine if
you are a good fit for them, you need to determine if they are a good fit for you. Interviews with
the volunteer manager will help you determine fit. If the organization does not have a dedicated
volunteer manager, they may not fully value volunteers and may struggle to meet your needs. It
is equally important to know when to say “no” to a volunteer opportunity. If you do not feel that
you will gain anything professionally, you may ask whether it is worth your time. The chart below
highlights some important questions to ask and provides you an opportunity to take notes. This
form can be completed via phone, but is best done in person. Complete it in your initial meeting
with them if time permits.

Activity- Nonprofit interview form

Question Answers/Notes
Do you have a full-time volunteer manager at
your organization? How are volunteers
managed in your organization?
How often can volunteers move to new and
different roles?
How do you offer options for your volunteers to
accept increasing responsibilities as they stay
with your organization?
What specific leadership opportunities exist for
your volunteers?
Can you place me in a volunteer assignment
that allows me to use my professional skills
and knowledge?
Can you help me identify skills and
competencies that I might develop through my
volunteer efforts at your organization?
Do you provide references or reference letters
to your volunteers?
What kind of initial training do you offer your
volunteers?
What kind of ongoing training opportunities do
you offer?
Could you describe the relationship between
your volunteers and your staff?
Can you explain to me what specific impact I
will have through my volunteer efforts and how
it ties into your strategic plan?
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Volunteer annual evaluations

You should also ask how and when volunteers receive feedback about their performance.
Agencies provide this kind of feedback in a variety of ways, some formal and some informal.
You may receive notes, emails, or a recognition certificate annually. If your agency does not
provide a structured annual review process, you should request one. Many nonprofits do not
have a written evaluation, but you may want one to better explain to your employer what skills
and competencies you learned. While you may provide your own assessment in writing to your
employer, it is always best to have supporting documentation from your volunteer organization
to corroborate your story.

You may wish to take your own volunteer performance review document to your volunteer
organization and ask them to complete it. You should ask for this feedback at appropriate times.
For instance, if you are working on a project that naturally comes to close, you may ask for them
to complete it within two weeks. If you are in an ongoing volunteer role, you may ask for it once
a year. Either way, you should make an effort to collect this information prior to your annual
review with your employer so you can provide a copy to your supervisor along with your own
documentation.

On the following pages are two tools to help you collect and document feedback about your
volunteer performance. The first template is the Volunteer Performance Review Form. This
template may be completed by the supervisor of your volunteer activities at the nonprofit where
you volunteer. If the agency has its own form, you may choose to use that, but make sure it
captures the data you want to collect. Once you have this completed, you will want to share it
with your employer so they fully understand your learning.

The second is the Supervisor Review Form. This document is for your employer (generally your
direct supervisor) to complete. It is designed to capture your supervisor's feedback about how
volunteering has improved your professional skills and work performance. To be most effective,
you should ask your supervisor to complete it prior to your annual review so you can use the
data as part of your review process. However, it can be completed concurrently with your
annual review process if needed.
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Sample- Volunteer performance review form
(To be completed by the supervisor of your NONPROFIT volunteer activities)

Volunteer Name: __________________________ Review Date: ___________________

Nonprofit Supervisor Name: ______________ Volunteer Organization: _______________

Volunteer Position or Volunteer Description: _________________________________________

Core
Expectations

Fails to meet
expectations

Inconsistently
fulfills

expectations

Performance
expectations

fulfilled

Frequently
exceeds

expectations

Consistently
exceeds

expectations
Professionalism
Attendance and
punctuality
Commitment
follow through
Overall work
performance

Professional
Skills
(List Each
Separately)

Fails to meet
expectations

Inconsistently
fulfills

expectations

Performance
expectations

fulfilled

Frequently
exceeds

expectations

Consistently
exceeds

expectations

Competencies Fails to meet
expectations

Inconsistently
fulfills

expectations

Performance
expectations

fulfilled

Frequently
exceeds

expectations

Consistently
exceeds

expectations
Communication
Problem solving
Strategic thinking
Organization
Teamwork and
Collaboration
Project management
Listening skills
Leadership
Other:
Other:

Supervisor Comments:

____________________________________________________________________________
Volunteer Signature Date

____________________________________________________________________________
Nonprofit Supervisor Signature Date
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Sample- Supervisor review form
(To be completed by your EMPLOYER supervisor)

Supervisor name: ____________________ Volunteer name: _____________________

Volunteer date(s): ____________________ Volunteer organization: _______________

Volunteer position or volunteer description: _________________________________________

Employee Performance Performing
the same

Unsure Somewhat
better

Significantly
better

Is the employee performing better
after participating in volunteer
activities?
Is the employee a stronger leader
after participating in the volunteer
activities?
Has the employee developed
specific job related skills due to
volunteering?
Has the employee expressed the
desire to take on new or different
responsibilities after volunteering?
Does the employee demonstrate a
stronger loyalty to the business
after volunteering?

Competency Building
As a result of volunteering, did
the employee develop:

Performing
the same

Unsure Somewhat
increased

Significantly
increased

Communication skills
Problem solving ability
Strategic thinking
Organization skills
Teamwork and collaboration
Project management
Listening skills
Leadership
Work with diverse populations
Other:

Other:
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Tools for
Volunteer Managers
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Tools for volunteer managers
Volunteer managers have a variety of reasons for taking on skilled or job-seeking volunteers.
The career-builder toolkit is designed for individuals interested in volunteering to support their
career, job search and engage in meaningful service. Career-seeking volunteers can increase
the capacity of the volunteer program, make new relationships that can continue once a
volunteer is employed and help the nonprofit complete much needed projects. In order to help
you use the toolkit and learn more about these volunteers, we have broken this portion of the
toolkit into the following sections so that you can find what is important to you:

 Assessing your organization’s readiness for skilled volunteers

 Recruiting skilled volunteers

 Creating ongoing skilled volunteer positions

 Developing skills-based volunteer projects

 Supporting skilled volunteers

We encourage you to use all of the resources in the entire toolkit with your staff and volunteers.
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Skills-based Volunteering: What does the research tell us?

In fall 2012, The Volunteer Center of United Way of Central Indiana conducted two surveys to
better determine the needs and practices of volunteer programs. The Employee Volunteer
Program (EVP) survey was conducted in collaboration with the Central Indiana Corporate
Volunteer Council and was completed by forty-four Central Indiana businesses. The community
nonprofit volunteer program survey was completed by one hundred twenty-three nonprofit
organizations in Central Indiana that engage volunteers to help complete their primary mission.

One in three nonprofits noted that they engaged in skills-based volunteering regularly. Many
more (62%) expressed interest in engaging in skills-based projects because they often increase
the nonprofit’s capacity or core business functions. Most often, nonprofits identified interest in
hosting projects in public relations (61%), creative services (49%), and strategic planning (32%).
One in three nonprofits would like to have a skills-based volunteer project related to technology,
facilities, customer service, or human resources. Nonprofits (28%) also reported that they were
seeing more volunteers who were trying to develop skills through their volunteer experience
compared to prior years. The number of volunteers who were trying to develop professional
skills through volunteerism increased by 9% from 2010 to 2012.

Many businesses (42%) highly valued the skills their employees used or developed through
their employee volunteer program. A slightly larger group (44%) reported that they were
engaged in skills-based volunteering, but nearly all (97%) believed that some kind of skill growth
and measurement of that growth would better enhance the employee’s experience and make
the opportunity more valuable to the business. Overall, businesses noted that they struggled to
track or report skills used and/or developed through their volunteer programs because they
lacked the tools to do so. Very few businesses (3%) had developed such tools.

United Way of Central Indiana research indicates that skilled volunteers, businesses and
nonprofits are continuing to examine opportunities to partner successfully to help meet nonprofit
and community needs. These statistics can be very valuable in conversations about skills-based
volunteers with board members and staff, especially if there are concerns or confusion about
how these volunteers could benefit the nonprofit.
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Assessing organizational readiness

Skilled volunteers are looking for a specific type of skill and competency building experience,
which means they will commonly be working on important projects that involve close contact
with staff members. As an initial step to discuss organizational readiness, review this brief list of
talking points with your staff and board.

1) The average organization’s savings on wages for having a volunteer complete a project,
instead of staff, is more than $20 an hour. Highly skilled volunteers or volunteers
performing skills-based projects, save an organization approximately $40-$500 an hour9.

2) Businesses desire meaningful partnerships with nonprofit agencies. Skilled volunteerism
is especially interesting to them because it builds capacity and often has clearer
outcomes. Recruiting professionals as volunteers to do skilled service brings new
constituents to your organization.

3) Nonprofits struggle to fund professional development for staff. Bringing skilled volunteers
to your organization allows trained professionals to work side-by-side with staff and
helps nonprofit staff learn new skills from experts.

4) Skilled volunteers have diverse backgrounds but are motivated by the opportunity to
bring their expertise to a project. Whether college students, young professionals,
veterans in their field or retirees, you are connecting to a motivated volunteer pool.

5) Skilled volunteers can be recruited from job-seekers looking to build their skill-sets. It is a
wonderful chance to help a job-seeker build their resumé. Depending on the mission of
your organization, your clients may be among the skilled volunteers you could recruit.

Focusing your volunteer program on career-building allows you to offer more variety in your
opportunities, expand your recognition and retention programs and encourage positive
volunteer and community relations. When preparing your organization to focus on volunteer
development, first remember that there will always be some volunteer roles that are low-skill
and that these positions are still important. Considering organizational readiness to bring on
volunteers looking to build skills and develop professionally will help you determine where to
start and how to build buy-in for your program among staff and volunteers.

9 Taproot Foundation, 2009
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Activity- Assessment of organizational readiness part 1

First, determine if your organization is ready for skilled volunteers by completing this
assessment on volunteer engagement and management. Evaluate your perception of individual
and organizational opinions of volunteers.

Yes Some or
unsure

No

Staff support and volunteer management
Staff receives suitable orientation and training in order to be
effective supervisors of volunteers.
Staff receives adequate recognition for the effective work they do
in supervising volunteers.
Volunteer management is part of staff position descriptions and
annual reviews.
There are effective grievance mechanisms for volunteers and staff.

Volunteer engagement
Volunteers are well utilized by all staff in our agency.
Roles of staff and volunteers are clearly defined.

Volunteer job descriptions are directly based on staff or
organizational needs.
Our volunteers are provided formalized feedback annually.

Staff project management and delegation
Our staff believes that a team of volunteers plus staff can do a
better job than staff alone.
Our staff believes that volunteers do things which are inefficient for
them to do and allow better investment of their time elsewhere
Our staff believes that volunteers decrease work load.
Our staff believes that volunteers are seen as a means to better
accomplish our mission. Volunteers are not seen as a means of
replacing staff.
Staff is open to delegating meaningful duties to volunteers.

You may identify several challenges in your “Some/Unsure” or “No” answers. This assessment
is designed to clarify where your volunteers and staff engage well together and where you can
make improvements. Organizations that engage volunteers well are more prepared to work with
skilled volunteers because good communication, relationship building and volunteer
management are a large part of these projects. The assessment considers the strengths and
challenges. Discuss the results with your supervisor to improve organizational readiness.

Activity- Assessment of organizational readiness part 2

Top three volunteer program strengths Top three volunteer program challenges
1. 1.
2. 2.

3. 3.
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Activity- Assessment of job activities and volunteer or staff responsibilities

Now review this list of job activities and determine which you believe can and should be
performed by staff, volunteers or both: Review the items on the list that were selected for “staff”:
What about these job activities limits them to staff responsibilities?

Job activity Staff Volunteers Both
Accounting/Finance
Administrative
Advertising/Marketing
Childcare, educational services or tutoring
Counseling/Social work
Creative services/Graphic design
Customer service
Executive
Fundraising
Human resources
Information technology
Operations/Facilities maintenance
Program development
Publication design, content and editing
Strategic planning
Training/orientation of staff
Training/orientation of volunteers
Website/social media

Consider the functions that you selected as only staff; discuss these positions with your
supervisor to determine if there are opportunities to work with volunteers in these areas. Not all
areas are appropriate for volunteers, but you may have some new opportunities to design great
volunteer roles to add capacity to your organization.

Designing skills focused positions

Review the list of skilled volunteer positions in the skills section of this toolkit and compare your
staff responsibilities to areas where you could incorporate volunteers. It is okay for some
activities to remain with staff members, but you can look at many of these functions as
opportunities to incorporate skilled volunteers.

After you determine your organization’s readiness for skills-focused volunteers, you should
evaluate and design the positions you would like to develop for skilled volunteers. Consider the
current positions you have, as well as the positions you would like to add to your program. Use
the table below to write down the position and tasks to accomplish. Determine the skills you
would like volunteers to have prior to starting their position and also brainstorm the skills that a
volunteer can strengthen or develop as a result of the position.
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Activity- Design a skills-focused position for volunteers

Position title Tasks and responsibilities Skills/competencies needed
and developed

Example:
Accounts manager
support volunteer

Assist in data entry for part-time accounts
manager, help develop accounting reports
for IRS, staff, board and donors

Accounting, financial
management, bookkeeping

Example:
Volunteer
recruitment leader

Assist volunteer manager in recruiting new
volunteers and placing them in appropriate
positions

Project management, volunteer
management, conflict
management, communication

Review the list you created and evaluate the project management needs for each of these
positions. Consider how you could offer training, resources and support for volunteers looking to
develop these types of skills. Remember, you may not need to house the training or resources
within your organization. It may be possible to partner with other nonprofit organizations or
community groups to provide important education or training. Remember that providing training
and professional development opportunities for volunteers demonstrates that the organization
values volunteers and supports volunteer retention.

Recruiting job-seeking and skilled volunteers

Job-seeking and skilled volunteers are recruited using specific techniques. The first step in
recruiting volunteers is to organize your volunteer opportunities. Here are a few tips to get
started:

 Craft a position description or scope of work, with specific details about responsibilities

 Provide specific skill sets that volunteers can learn or use; include this information about
skills in the position description or scope of work

 Discuss training, networking and professional development opportunities with potential
volunteers, and include those details on marketing materials

 Clearly identify the screening that will be needed for the position, such as
tuberculosis testing, background checks, etc.
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A volunteer job description is an important tool to use when matching volunteers to roles and for
setting expectations. Job descriptions can be as simple as a paragraph describing the day’s
tasks or as complex as one used for long-term projects. Well written job descriptions helps
assure that you get the right volunteer apply and allow you to screen inappropriate candidates.
Remember that when seeking specific skills for a position, you need to know the right
qualifications and how to assure the volunteer has them.

The next three pages have example position descriptions which highlight needed skills. These
descriptions are a key part of your effort to market positions and recruit volunteers, especially
skilled volunteers.
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Sample- Position description for skilled volunteer

Disaster Reservist- Job Description
United Way of Central Indiana- Volunteer Reception Center

Position: Disaster Reservist

Reports to: Volunteer Center director year-round; VRC Director during disaster response

Overall Responsibility:
Specializes in Volunteer Reception Center (VRC) planning, preparedness, management and logistics. Responds
during a disaster in support of VRC operations. During disaster, assists VRC in matching spontaneous, unaffiliated
volunteers with agencies in immediate need of their skills.

Essential Functions:
1. Serves year-round in preparation for United Way of Central Indiana’s (UWCI) principal disaster mission in

matching spontaneous, unaffiliated volunteers with agencies in immediate need of their services
2. Remains current in Disaster Program developments by attending meetings, participating in exercises and drills
3. Trains in processing volunteers via walk-in or phone interviews and/or email
4. Responds to phone calls from spontaneous volunteers and the general public
5. Replies to email queries from spontaneous volunteers and the general public
6. Assists Volunteer Reception Center Staff as needed with operational tasks
7. May serve in a function of special interest or expertise—IT or Public Information Officer—given the

willingness to train for this function in disaster
8. May take on VRC job functions

Skills and Abilities:
1. An appreciation of volunteers as valuable human resources, especially in disaster response
2. The ability to provide excellent customer service under severe time constraints
3. A willingness to learn which disaster/emergency response agencies utilize volunteers—how, why—in

order to make timely and meaningful referrals
4. Ability to capture and record data quickly and accurately
5. Ease in conducting interviews face-to-face or over the phone
6. Tact, diplomacy in working with individuals from differing cultures and backgrounds
7. A steady manner and a sense of calm in coping with unsettling situations

Training:
1. Overview of Disaster Cycle and Response
2. UWCI Overview and Orientation
3. Volunteer Reception Center Overview and Orientation

Qualifications:
1. Must be 18 years of age
2. Must have own transportation
3. Must have personal email address or access to personal email
4. Must be fluent in English although mastery of other languages is highly desirable
5. Must be willing to serve at least two 6-hour shifts during the duration of the disaster
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Sample- Position description for skilled volunteer

Volunteer Leader - Job Description
United Way of Central Indiana

Position: Volunteer Leader

Reports to: Volunteer Center Manager

Overall Responsibility: Works with the community to manage volunteers and projects and/or programs that benefit
the community.  Drives social change by leading well-managed, sustainable projects.

Essential Functions:
1. Commits to acting as a liaison between United Way of Central Indiana (UWCI) volunteers and a project host site

for a minimum of 2 projects a year or serves as a Volunteer Leader on a recurring project for at least 3
consecutive months

2. Serves as lead volunteer by identifying, implementing and evaluating projects
3. Secures and leverages resources for projects (human, material, financial and educational)
4. Conducts recruitment and registration of volunteers collaboratively with the UWCI Volunteer Center staff  and

project host site staff
5. Communicates and develops relationships with both volunteers and the agency contact before, during and

after each project
6. Trains, supervises and assists volunteers while onsite, including orientation assistance, volunteer check‐in and

wrap up of projects
7. Ensures that volunteers have a positive experience so they continue their journey of service
8. Ensures that the real needs of the agency and the community are being met
9. Reports volunteer attendance, outcomes and feedback about the project to UWCI Volunteer Center within 7

days of the project or program completion
10. Stays in regular contact with UWCI staff regarding scheduled projects and programs. Notifies the Volunteer

Center with any project or program changes (cancellation, change of date, change in contact information, etc.)

Skills and Abilities:
1. An appreciation of volunteers as valuable human resources
2. Planning and organizational skills
3. High sense of responsibility
4. Ability to communicate effectively and good interpersonal skills
5. Ability and willingness to be a strong leader
6. Ability to work in a team environment
7. Resourceful and positive attitude
8. Tact, diplomacy in working with individuals from differing cultures and backgrounds
9. Ability to make decisions under pressure
10. A steady manner and a sense of calm in coping with unsettling situations

Training:
1. Volunteer leader training
2. Additional training that might be offered through the course of the program
3. Training or orientation at the service site

Qualifications:
1. Must be 18 years of age
2. Must have own transportation
3. Must have personal email address or access to personal email
4. Reliable internet access and willingness to learn and use online volunteer management software
5. Must be fluent in English although mastery of other languages is highly desirable

Must be willing to commit to the time needed to fulfill the specific project. The number of hours may vary
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Example 3: position description example

Position Title
Organization name, volunteer position description

Position: Position title

Reports to: Staff member name and title, provide additional information for special project
reporting to other staff involved.

Overall Responsibility:

Describe the position in 1-3 sentences.

Essential Functions:

List the specific tasks that are vital to performing the position. Number or bullet each task.

Skills and Competencies:

List the skills or competencies needed to complete the tasks above. Skills are related to
education or professional responsibilities such as accounting or marketing, competencies are
soft skills like mentoring or coaching. Your positions may require only one or both of these
needs.

Training:

List or describe the steps your organization takes to orient and train volunteers and any special
training needed for this position.

Qualifications:

List qualifications or expectations for the volunteer role; examples include: age, availability or
physical requirements, such as the ability to lift 25 lbs or stand for long periods of time.

Screening:

Describe any required screenings needed for volunteers in your organization, such as
tuberculosis, background check, etc.
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Recruitment strategies

Once you have taken the steps to prepare information for positions, you will want to develop
strategies to recruit the appropriate volunteers. The most important steps in this process are
identifying who to target and researching where to find the potential volunteers. Follow
these steps to help coordinate this process:

1) Analyze each position and identify where to reach potential volunteers with the skills
and interests you need. For example, if you are seeking volunteers for administrative
work, schools that prepare students for administrative work would be a good
recruitment partner.

2) Assess the opportunities to partner with nonprofits, government agencies and
businesses that support job-seekers or employ the skilled volunteers you need, such
as: nonprofit job training programs, community centers, universities or community
colleges, unemployment offices or local businesses.

3) Create a plan to reach out to those who support job-seekers or employ the skilled
volunteers and develop marketing materials that highlight your organization’s need,
the opportunities to serve, the value of volunteering with your agency, and the skills
and education you provide volunteers. For example, provide flyers or pamphlets to
area unemployment offices and request a meeting with staff members to discuss
your organization’s interest in recruiting and supporting job-seeking volunteers.

In general, you can find skilled volunteers in a number of ways, especially:
1) Unemployment centers: the centers may post volunteer positions in their job bank

2) Post the position to United Way’s volunteer center page called Volunteer Connect or
other online volunteer portal and indicate in the recruitment message that it is a good
position for a job seeker or skilled volunteer

3) Post the position in trade publications related to the appropriate field(s) for the position

4) Contact businesses with the skilled volunteers you need and ask to speak or meet with
the individual in charge of employee volunteering, or the person responsible for human
resources

5) Reach out to professional associations or business networking groups for the
professional skill you hope to recruit, such as the Business and Professionals Exchange

6) Contact area technical schools, universities or colleges and connect with the
departments within those institutions that educate students on the skills you need. You
can also inquire about clubs, classes or programs that target the student population that
would be valuable to your projects.
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Assessment of current training and new opportunities

While many skilled volunteers come with the abilities you need, you may also be working with
volunteers who seek new training to grow professionally or who have some of the needed skills
but require additional professional training to complete all the tasks. In the later situation, you
will need to consider the investment of professional development to make the project
successful. Skilled volunteers may already possess all the needed professional skills, but could
lack important knowledge of your organization, the issues facing your clients, or the specific
needs your organization has related to funding or tracking purposes. In any case, you will need
to clearly assess what skills are needed and what skills the volunteer has.

Skilled volunteers also need an orientation and training just like any other volunteer. In some
cases, if the volunteer is working on programs or high-level projects, staff may need to spend
more time preparing him/her by providing education on the organization history, culture,
procedures/policies and other areas that will impact his/her work on a project. Examine the
initial and ongoing training the organization currently provides and evaluate what appropriate
and feasible training could be enhanced or added. It may not be possible for your organization
to provide all the training, so it is important to be strategic in selecting what training to provide
yourself and how you can partner with others to obtain additional training. Use this table to
assess your training for skilled volunteers.

Activity- Assessment of current skill training part 1

Skill needed Current training for skill Potential training
Example:
Accounting

 Review annual report with all volunteers and
discuss basic financial standing and financial
procedures of organization

 Meeting with accounting department
 Local nonprofit best financial practices training

Organization accounting
practices and required
IRS and donor reporting

Example:
Volunteer
management

 Review volunteer expectations and volunteer
leader expectations with new volunteers and
selected volunteer leaders

 Employee coaching and supervisory techniques

Volunteer management
best practices, volunteer
recruitment techniques
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Activity- Assessment of current training part 2

Use the next table to evaluate the internal and external training opportunities. The first column is
to list the potential position training. In the training logistics column, describe who would develop
and train the volunteer(s). The training priority can then help you select which skills and training
would be most valuable so that you can approach developing the training internally or
communicate with potential partners to provide the training at another agency.

Potential training Training logistics Training priority
Example:
Organizational
accounting practices

Training developed with volunteer manager and
accounts manager

1

Example: Volunteer
management best
practices

United Way of Central Indiana volunteer manager
training, hosted at UWCI

2

These two tables are just the basic steps to brainstorm training opportunities for your skilled
volunteers. Designing training is most successful when you establish outcomes for your
volunteers and use evaluation tools to assess knowledge before and after the training. For an
example of knowledge evaluation tools, review our training evaluation of the Career Builder
Toolkit at the end of the volunteer manager’s section and our Career Builder Toolkit assessment
at the end of the toolkit resources section.
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Designing new training for volunteers

Job-seeking volunteers, skilled volunteers, and businesses are often looking for professional
and personal development within their volunteer roles. This may require you to engage in some
additional training with a volunteer, especially if your organization has specific policies or
expectations related to certain areas of operations. Skilled volunteers in the work force and
businesses are also looking to measure growth and want to understand outcomes and success
in a volunteer position. Designing skills-focus training should start by reviewing the position
description for the role, and answering the following questions:

 What does the volunteer need to know to be successful?

 What are the actions the volunteer needs to take to be successful?

 What does the volunteer need to feel successful?

The third question here relates to feelings and opinions. If your volunteer positions require
volunteers to possess certain knowledge related to the population you serve, you will need to
evaluate and measure that knowledge. For example, if you work with adults with intellectual
disabilities, you will want to assess volunteers about their thoughts related to the clients, train
them to understand the capabilities of these individuals, and educate volunteers on ethical
issues related to supporting them. As you reflect on what you currently offer for general
volunteer training, you probably have fairly straightforward answers to each of these questions.
When you are working with a skilled volunteer, you have more complex project needs and many
of your skilled volunteers will work closely with staff members. In order to use time efficiently,
you need to prepare volunteers before they start so that they understand project goals and
outcomes and can recognize their value and impact in the organization.

After you consider the three questions above you can develop learning outcomes for your
training. Most training has one to five outcomes associated with a specific skill, and the
outcomes can relate to knowledge, actions or feelings. There is a lot of research on how to
establish learning outcomes and develop training and assessments related to outcomes, and
we encourage you to check-out our resources section or search online to get more ideas.

Once you are ready to set-up evaluations for your training, you can use the following tips:
 Ask specific questions related to your outcomes. For example:

Knowledge: Our non-discrimination policy is for staff, volunteers and clients. Please
select which of the following groups are protected by this policy from the list below.

 Evaluate outcomes by using unique measures, such as role playing. For example:
Actions: Role play a customer service scenario where a volunteer is approached by a
disgruntled client.

 Questions related to confidence or comfort should not be used to measure knowledge or
action, but instead for feelings or opinions. For example:
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Values or feelings: Answer the question by rating your answer 1-5, where 1 is strongly
disagree and 5 is strongly agree. I feel confident when answering questions about our
organization’s mission, vision and values.

 Discuss training and evaluation with peer volunteer managers or staff working with
similar skills in their environments to compare your evaluation or make changes to your
training.

 Assess your training and evaluation tools by discussing them with volunteers and staff.
Skilled volunteer roles usually involve higher staff interaction, so providing resources and
opportunities for staff and volunteers to provide feedback are important.

Volunteer resumés and portfolios
As more job-seekers use volunteering as an opportunity to build skills and experience, you may
hear from your volunteers that they are collecting information for a volunteer resumé or
volunteer portfolio. Volunteer resumés and portfolios serve as supplemental support to the
professional resumé that can provide information about specific job activities, skills used, and
highlight great outcomes and achievements. Volunteer portfolios provide specific example
documents and resources and can be especially useful for individuals changing careers or
seeking employment.

Volunteers looking to develop a volunteer resumé, and especially a volunteer portfolio, may
request specific items from you or the agency to help create these items. These items might
include:

 Press releases of projects, events or activities that involved the volunteer

 Organization or programmatic brochures, reports or invitations

 Volunteer position descriptions

 Volunteer performance evaluations, awards, or personal thank you notes

 Photographs of volunteer events and activities

If your organization has policies that do not permit the sharing of certain types of information or
resources, you will want to discuss these limitations with volunteers who request items. It would
be especially valuable to include explanations of these policies in your orientation materials so
that volunteers know what they can access.
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Volunteer references
Volunteers who are new to the workforce, transitioning careers or individuals who are
unemployed, often use volunteer service to enhance career prospects. Volunteers and nonprofit
staff develop personal and professional relationships that may result in opportunities to write
letters of recommendation to potential employers. Here are some basic tips when deciding if
you should accept a volunteer’s request to provide or write a recommendation.

 Have you supervised the volunteer? If you are not the volunteer’s supervisor, is it
possible for another staff member or a volunteer leader to provide a recommendation?

 Review the volunteer intake documents for information about his or her background,
such as career field, education and work history. If you do not have many details,
schedule a short meeting with the volunteer to discuss their skills and experiences.

 What are some of the volunteer’s big achievements? Write down specific examples that
you can site in your letter or phone reference. Any outcome with measureable impacts
on a goal is a great highlight to share with potential employers.

 Request a copy of the position the volunteer is applying for and find common links
between the job and the work he or she does with your organization.

 If you are providing a written reference for a volunteer, it is your decision about whether
or not to send a copy of the letter to the volunteer. A volunteer may request to receive a
copy, but you can decide what you are comfortable with and discuss it with him or her.

When should you say no to a request for a recommendation?

1) The volunteer has not been serving long enough for you to have a grasp of their skills
and contributions to your organization. The appropriate timeline is dependent on the type
of position they have at your organization and your comfort level.

2) The volunteer is not performing their role satisfactorily. Volunteers who are performing
poorly and request a reference from you probably do not know their performance
expectations or understand their deficiencies. Schedule a meeting with a volunteer to
provide feedback to them about making improvements, and if it is appropriate, offer to
write a letter in the future if performance improves.

3) The volunteer has not given you sufficient time to write the letter of recommendation. If
the volunteer needs it in a few hours or days, or if your schedule does not accommodate
the timeline the volunteer has for the recommendation, you should discuss alternatives
for him or her. You can offer to serve as a reference instead of writing a letter.

4) The volunteer is applying for a position at your agency. Writing a recommendation or a
reference for a volunteer who is applying for a job at your organization can be viewed as
a conflict of interest. Be clear with job-seeking volunteers about your hiring practices,
especially if you have preferential treatment to volunteers in the hiring process.
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Challenges with job-seeking and unemployed volunteers

Unemployed and job-seeking volunteers may connect to your nonprofit because they are
interested in employment with your agency. An organization can hire volunteers without giving
them preferential treatment, and some agencies may consistently hire volunteers simply
because they are great candidates with organizational knowledge and a passion for the issues
of your agency. They have the opportunity to use their experience well during the interview and
hiring process. In some cases, you may have paid positions that are not appropriate for the
volunteers who are interested. In circumstances where a volunteer is interested and they are
not right for a position, you should be honest and discuss it one-on-one. Here are a few sample
talking points to use in these circumstances to avoid damaging the relationship with the
volunteer:

 Ask the volunteer what about the position is interesting to him or her to discover if they
have experience or skills you do not know about that might be appropriate for the job.
Also, there might be a volunteer opportunity that can utilize these skills and connecting
them to it may help ease discomfort.

 Discuss the skills the job requires to make sure they understand the job functions, and if
they do understand but do not have the skills, talk about the value they bring as a
volunteer and offer feedback to them on opportunities to build those skills either as a
volunteer with your organization or through education and training

 In circumstances where a volunteer seems unaware of the inappropriate job-fit or is in a
desperate employment situation, give them tips on nonprofit or government agencies
that they can use as resources as they search for a job. Connect them to the 2-1-1
system if they need support or assistance. Express your concern for their well-being and
emphasize finding the right job opportunity and not just a convenient one.

 Ask them about their career search overall and demonstrate your support for their job
search, if appropriate, you can serve as a reference for them for positions outside of the
organization. If you organizational policies prohibit it or you don’t feel comfortable make
it clear that you cannot provide a recommendation for an in-house position due to a
conflict of interest.

 Thank them for the service they provide to the organization. If you have suggestions
about positions at other organizations or companies that might be a good fit, encourage
them to research those options for opportunities.
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Staff engagement with skilled volunteers

Skilled volunteers bring value to staff by providing training and feedback on areas where staff
have a weaker skill-set. For example, an executive director at a small organization with limited
experience in human resources would find value in doing a project with a human resources
professional. Not only does the organization receive valuable services from the volunteer, but
staff is able to learn side-by-side professionals in the field.

Once your organization starts working with skilled volunteers, your staff may decide they would
like to receive more support on their areas of expertise. This can be an excellent professional
development experience for staff. On the following page, you will find a short assessment for
staff to complete that gives insight in to what areas are most important to staff and where your
volunteers could bring the most benefit. After you review the assessment results, create a plan
for volunteer and staff interactions and discuss it with the volunteer and staff involved. It is
important to communicate the plan with volunteers so they feel comfortable and can discuss any
changes in their expectations or motivations.
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Sample- Nonprofit employee skill/knowledge development plan
Use this plan with your staff to help assess and strategize about how you can unite volunteers and staff in projects that will provide
support, knowledge and new training to staff members.

Employee Name: __________________________ Date: _____________ Employee Title: ____________________________

Organization Name: ________________________ Names of skilled volunteers: ____________________________________

Volunteer Project Description: _________________________________________________________________________________

Anticipated Project Timeline: __________________________________________________________________________________
Complete prior to project start

List desired knowledge or
professional skills below:

How will this skill or topic be used
by the volunteers in this project?

What specifically do I hope to learn
about this skill or topic?

How will I measure my knowledge
or skill growth?

Complete after the project Is finished
Knowledge or professional
skills developed:

How did I increase my abilities
related to this skill or knowledge?

How will I use what I learned in my
job?

What else do I still want to learn
about this topic?
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Sample- Nonprofit employee skill/knowledge evaluation
After the project is complete, consider these initial questions about the experience. They are
designed to help you evaluate what you gained from the experience of managing skilled
volunteers.

Self Evaluation Performing
the same

Unsure Somewhat
better

Significantly
better

Am I able to perform my job better after
managing skills-based volunteers?
Am I a stronger leader after managing
skills-based volunteers?
Did I develop specific job related skills
due to managing this project?

As you review the competencies listed below, consider how working with skills-based volunteers
allowed you to use or develop the skills and how you will use it in your job as you move forward.

Competencies: As part of
managing

skills-based
volunteers, I

used this
competency

I was able to
develop a

deeper
knowledge
about this

competency

I was able to
increase my

abilities
related to

this
competency
somewhat

I was able to
increase my

abilities related
to this

competency
significantly

I will be able
to use the

competency
in my job

Communication
skills
Problem solving
Strategic thinking
Organization skills
Teamwork and
collaboration
Project
management
Listening skills
Leadership
Work with diverse
populations
Other:

Other:
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What is a skills-based project?

Thus far, we focused on the general concept of skilled volunteers, or individuals who can
support your organization with professional skills. Now we will discuss a specific type of skilled
volunteer experiences: skills-based projects. A skills-based project is a special type volunteering
that utilizes the skills, experiences, talents and education of volunteers to directly build capacity
of a nonprofit; providing professional services that the nonprofit would otherwise not be able to
afford. Skills-based volunteer projects have a specific scope of work, timeline, and success
measures. Pro bono work (free services to nonprofits) is a subset of skills-based volunteering
where volunteers contribute the core business service directly to a nonprofit, strengthening the
infrastructure and capacity of the organization. Pro bono volunteers work on ongoing or short-
term projects. The purpose of this section is to highlight the project management tools you need
when working on a skills-based project.

Most volunteer positions require skills, but not all positions are skills-based. How do you tell the
difference? If your organizational need falls into one of the following categories below, then your
need probably aligns with an ongoing volunteer opportunity. You can simply use the information
discussed earlier in the volunteer manager section:

1) The project is ongoing, with no definite end-date or clear deliverables
Ex: Preparing or cooking meals for clients each week

This does not require a scope of work, but should have a position description developed for it.

2) The project does not require specialized knowledge
Ex:  Planning the annual volunteer luncheon

Remember, professional skills are key, and while event planning involves skills, it is not a
unique skill-set that only certain individuals will have. This is a general volunteer opportunity.

3) The project could be done by a volunteer trained by a staff member
Ex: Advocating on behalf of legislation that would benefit the organization’s clients

If the skill needed can be acquired with organization training, then you do not need to focus on
developing a full scope of work. This is a general volunteer opportunity.

There are some skills-based projects that are much harder to complete due to the nature of the
work they perform. You may need to reconsider if:

 The project strictly involves fundraising for the organization
Ex: Creating a fundraising plan

The field of fundraising is highly competitive, making it very challenging to find a trained
professional willing to donate his or her time.

 The project replaces a paid-staff member or is something that is strictly a staff function.
Ex: Replacing the finance manager who left the organization.

Volunteers should never replace staff members. Visit the resources section for information
about the legal implications of volunteers performing staff roles.



117

United Way of Central Indiana Volunteer Center http://volunteercentralindiana.org

If your ideas for a skills-based project pass this initial test, prepare for discussions with your staff
and executive director. Here are some basic skills-based guidelines to discuss in the
organization:

1) How will this project improve our capacity?

2) How much effort will be required of a volunteer to complete the project?

3) How much effort will be required of staff to support completion of the project?

4) How long will this project take to complete?

5) How complex is this project? Does it require follow-up projects?

6) What are the budgetary concerns and resources needed to complete the project?

In general, United Way of Central Indiana recommends skills-based projects that:

 significantly increase capacity
 are fairly simple to complete
 have a well-defined and reasonable timeline
 are not complex and can stand alone
 are low-cost and involve few resources

Experience and research tells us that these are the types of projects that are the most
successful. If your project does not meet these guidelines, it is recommended that the
organization re-examine the scope of the project and evaluate how it can align with the project
guidelines or reassign to staff members. If you are not sure about what projects you would like
to approach, use the SOAR Assessment tool on the next page to brainstorm with your staff.

The following pages contain United Way of Central Indiana tools that were created to scope and
manage skills-based projects. These tools are specifically designed to be used by a project
manager, not just the nonprofit staff member working on the project. You are welcome to utilize
these samples in your organization, or contact United Way of Central Indiana for additional
assistance in scoping and completing a skills-based project.
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Sample- SOAR analysis

The purpose of the SOAR analysis is to help you work with fellow staff members to evaluate
your agency’s current strengths, opportunities, aspirations and results. These four categories
support the appreciative inquiry process that is key to setting positive and transformative goals
in your organization. We prefer the SOAR to the SWOT (strengths, weaknesses, opportunities
threats) because of the positive and strategic outcomes highlighted by this processes.

St
ra

te
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c 
In

qu
iry

Strengths
(greatest assets)

Opportunities
(best possible)

A
pp

re
ci

at
iv

e 
In

te
nt

Aspirations
(who we want to be/preferred
future)

Results
(measurable/what we want to achieve)
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Sample- Project ideas

After you complete the SOAR Assessment, review your list of opportunities and aspirations first.
These are usually the strongest source of project ideas for skills-based volunteers. However,
you may note other items in the results and strengths section that would be most valuable to
your organization. Remember, you can brainstorm many projects, but the best skills-based
projects have high impact, a time commitment of less than six months, and can be fairly
straightfoward in managing their scope and completion.

Department
name

Project to build capacity or function more
efficiently engaging skills-based volunteers

Lead staff
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Sample- Project plan part 1

The skills-based project should have a specific plan that outlines goals and deliverables. Use
this plan to get started after you select your highest priority projects.

Project title: One sentence that uniquely defines and identifies the project.

Departments involved: Organization departments and managers involved.

Tasks to accomplish: Clearly define the purpose and scope of the project. What is the project
intended to accomplish? How will you define success? Why is the project needed? Include the
justification for consideration of this project.

Project goals: Use the table below to describe the specific goals that the staff member will
measure and track.

Goals Measureable success factors the department/project manager will track

Goal 1

Goal 2

Goal 3

Volunteer skills needed: Specific skills required to complete the project.

Estimated project timeline: Overall expected timeline for start and end of project, once a
volunteer has been selected.

Project budget needs: Funds or resources needed to complete the project, and who will be
responsible for acquiring them for the project.

Expected project deliverables: Please use this table to describe specific items to be
developed and the potential due dates if there are intermediary steps for completion other than
the final timeline date.

Product Deadline
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Sample- Project plan part 2

Things to consider

United Way of Central Indiana (UWCI) scopes skills-based projects and connects agencies with
professionals interested in skills-based volunteering. It is important to reflect on the immediacy
of the project, your staff capabilities, and whether it would be best to utilize UWCI support
instead of planning the project on your own using these tools. If you have questions, please
contact UWCI. In addition to the considerations above, please also review and discuss these
questions with the key-players in this project.

1) Does the staff member managing the project feel comfortable with the plan?

2) Is this the right time to undertake the project? Are the necesary resources and funding
available? Are the right staff available to support the project?

3) Is the organization's leadership team fully supportive of this project?

4) Is the project scope realistic? Could it be broken down into smaller pieces? Would
accomplishing some of it still benefit the organization?

5) What is the current state of this activity? What have you done to date?

Risks: Anything that may cause delay or block successful project completion. "If (condition
occurs) by (timeframe or date), then (consequence to the project)."

 Risk 1: If...by...then.

 Risk 2:

 Risk 3:



122

United Way of Central Indiana Volunteer Center http://volunteercentralindiana.org

Sample- Skills-based monthly evaluation part 1

During the project, you will want to communicate with your staff and the skills-based volunteers
regularly on the status of the project. United Way offers external project management, which we
know is a valuable asset in this process, but if you prefer to handle projects internally, make
sure you are evaluating both staff and volunteers during the project. Below is a sample
evaluation that you can use during and at the end of the project.

Volunteer(s):

Project title:

Reporting period: Total volunteer hours this period:

Project Status:

Report period
overall status

Tasks
completed this

period





Tasks to be
addressed next

period





Unresolved
issues





Is the project on schedule?

Yes No; explain:

Have any changes to the project scope been identified?

Yes; explain: No

Have any new budget needs been identified?

Yes; list below: No
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Sample- Skills-based monhtly evaluation part 2

Volunteer name Date Total hours $ Value/Hour
Value of in-kind

donation

(hours x value)

Volunteer
initials

Total hours this period Total value
this period
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Sample- Skills-based completed project evaluation part 1

Volunteer: ___________________________________________________________________

Project Definition:

Project and UWCI Evaluation Strongly
Agree Agree Neutral Disagree Strongly

Disagree

Project was completed

Project was completed on time

Key deliverables were all completed

The results of the project are satisfying

Project will have impact on the
organization
Board/governance reacted well to project

Initial scope changed during project

Agency handled changes well

Agency staff were helpful and
professional
Agency process was easy to complete

List any key deliverables yet to be completed:

If project not complete, estimate timeline for completion:

List any skills volunteers were lacking that are needed for completion:

What benefits do you expect to see as a result of this project?
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Sample- Skills-based completed project evaluation part 2

Did this project build your capacity to fulfill your mission? Yes No

Would you like to be considered for another skills-based project? Yes No

Please rate the lead volunteer (1= Outstanding and 5= Needs Improvement).

Volunteer Evaluation 1 2 3 4 5

Timeliness

Organization skills

Written communication

Oral communication

Skills related to project

Customer service

Volunteer:

Exceeded expectations

Met expectations

Needs improvement

Staff:

Exceeded expectations

Met expectations

Needs improvement

Comments:
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Hosting a career builder program

You may decide that your volunteers would benefit from this toolkit and the career builder
program. You are welcome to use these resources for your volunteers or encourage them to
attend a career session at United Way. This toolkit may not meet all the needs of your
volunteers who are actively looking for work or interested in changing careers. You can and
should feel comfortable encouraging any volunteer who has an extended time without
employment for assistance at Connect2Help by dialing 2-1-1 on any phone. You can also
recommend resources in the community or at other nonprofit organizations that specialize in
workforce development and education. We have provided a copy of the workshop evaluation
tool that you can use for your volunteers.

Sample- Workshop evaluation

Please answer each of the following questions by placing a check in the response that most
closely matches your opinion regarding the workshop.

Please rate from 1 (poor) to 4 (excellent) 4
Excellent

3
Good

2
Fair

1
Poor

This program met or exceeded my expectations.
Overall, the facilitators were effective in presenting the
material.
The presentation included practical information that I will
be able to use in the future.
I have increased my understanding of the subject.

What specific actions do you plan to take as a result of this workshop? Please list three.

1.

2.

3.

 What was the most helpful part of this training?

 What was the least helpful part of this training?

 What specific recommendations do you have for improving the workshop?

 What other training would help you meet your objectives?



Toolkit
Resources
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Toolkit resources

This final section includes a set of exercises to further practice the concepts discussed in the
toolkit as well as resources recommended throughout the toolkit that could not be provided in
context or additional items that might be valuable to you. The resource section includes sample
scenarios to use has a list of online resources that are helpful to volunteers, Employee
Volunteer Program leaders or volunteer managers. If you are interested in any additional
information not listed in this section, or have questions, please contact The Volunteer Center at
United Way of Central Indiana at volunteer@uwci.org.
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Volunteering as Career Builder Activities
The purpose of this section is to offer opportunities to practice concepts discussed in the
Volunteering as a Career Builder Toolkit. It can sometimes be challenging to apply concepts in
real- life, especially when a volunteer is unsure of how to think about their own professional and
personal interests, skills, competencies, and goals. Please use the sample resources and
templates to gain practice, and reflect on how the issues discussed in each scenario might
apply to your own experiences and interests.

Exercise 1: Matching volunteer profiles to skills and roles
The next four pages contain profiles for volunteers who are interested in leveraging their
volunteer experience as a career builder. The profiles provide their current job, their job goal,
skills attained, experience desired and limitations. Based on what you know, try to answer the
questions after each profile. When considering volunteer roles, you can refer to the volunteer
opportunities following the profiles or develop your own.
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Volunteer Profile #1

Name Gina

Current job Substitute teacher

Job goal High school special needs teacher

Skills attained BS in education, special needs certificate program, one year of classroom teaching
experience, volunteer tutor for 2 years

Experience desired One-on-one instruction and group instruction with special-needs students, lesson
planning, classroom management experience

Limitations Available only on weekdays, cannot serve in shifts longer than 3 hours

Questions Answers

What are five main skills and competencies you
think this volunteer currently has based on her/his
experience?

Based on the desired experiences, what specific
volunteer role do you think would be good for
him/her? (Pick only one.)

What are the top five primary skills and
competencies you think will be needed to complete
this volunteer role successfully?

Which of the existing skills you identified in the first
question might be used in this volunteer position?

What are likely new skills or competencies that the
volunteer might gain through the volunteer
experience?

How could the volunteer to track the skills and
experience she/he was getting in that role?
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Volunteer Profile #2

Name Marcus

Current job Sales manager

Job goal Sales department director

Skills attained AA in business management, six years of sales experience

Experience desired Financial planning and goal-setting, measureable achievement of goals, public
speaking, collaborating with others

Limitations Available only on weekends, more interested in opportunities that allow remote
volunteering

Questions Answers

What are five main skills and competencies you
think this volunteer currently has based on
her/his experience?

Based on the desired experiences, what specific
volunteer role do you think would be good for
him/her? (Pick only one.)

What are the top five primary skills and
competencies you think will be needed to
complete this volunteer role successfully?

Which of the existing skills you identified in the
first question might be used in this volunteer
position?

What are likely new skills or competencies that
the volunteer might gain through the volunteer
experience?

How could the volunteer to track the skills and
experience she/he was getting in that role?
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Volunteer Profile #3

Name Toby

Current job Part-time database entry

Job goal IT Support Specialist

Skills attained Technical training and certification in Microsoft support, 6 months of data entry
experience

Experience desired Helping people learn how to use computers, training to use any or all computer
programs, providing phone assistance

Limitations Available irregularly due to changing part-time schedule, more interested in
opportunities that allow remote volunteering but open to anything

Questions Answers

What are five main skills and competencies you
think this volunteer currently has based on her/his
experience?

Based on the desired experiences, what specific
volunteer role do you think would be good for
him/her? (Pick only one.)

What are the top five primary skills and
competencies you think will be needed to complete
this volunteer role successfully?

Which of the existing skills you identified in the first
question might be used in this volunteer position?

What are likely new skills or competencies that the
volunteer might gain through the volunteer
experience?

How could the volunteer to track the skills and
experience she/he was getting in that role?
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Volunteer Profile #4

Name Claire

Current job Unemployed

Job goal Nonprofit marketing

Skills attained BA in History, volunteer experience on six special event steering committees

Experience desired Marketing a nonprofit event, promoting food pantries to low income individuals
who don’t know about them, recruiting volunteers to help local food pantries

Limitations Limited transportation and resources

Questions Answers

What are five main skills and competencies you think
this volunteer currently has based on her/his
experience?

Based on the desired experiences, what specific
volunteer role do you think would be good for
him/her? (Pick only one.)

What are the top five primary skills and
competencies you think will be needed to complete
this volunteer role successfully?

Which of the existing skills you identified in the first
question might be used in this volunteer position?

What are likely new skills or competencies that the
volunteer might gain through the volunteer
experience?

How could the volunteer to track the skills and
experience she/he was getting in that role?
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Example Volunteer Positions

Little Angels, Classroom assistant
Little Angels is a nonprofit daycare center for children under 5 with developmental delays. We
are recruiting volunteers to serve as classroom assistants on Tuesday and Thursday
afternoons. Classroom assistants support teachers to assess students’ needs and create
individual learning plans. Classroom assistants provide additional instructions to students one-
on-one and engage them in activities to help them refine motor skills and cognitive abilities.

Special Buddies, Student support volunteer
Special Buddies is a nonprofit supporting middle and high-school age students with intellectual
disabilities. Student support volunteers work with small groups of students and engage them in
fun and innovative educational exercises, including job and life-skill training. Student support
volunteers work with staff implement learning plans and assess student achievement.
Volunteers should be available on Monday, Wednesday and Thursday from 4-6 PM.

Cancer Prevention League, Board member
Cancer Prevention League is seeking new board members. Board member responsibilities
include: evaluating organizational finances, setting fundraising goals, fundraising $5,000+
annually, and contacting potential donors, representing the organization to the community, and
providing support to staff at events. Board members should have experience in financial
management and understand the structure of nonprofit organizations. Board members must be
available for monthly meetings on Saturday mornings and for committee calls during the week.

Feed Indianapolis, Food Drive Director
Feed Indianapolis is a volunteer-led nonprofit organization seeking a Food Drive Director for
their upcoming holiday food drive. This volunteer role is best suited to an individual with
experience managing large groups, an interest in hunger-related issues, and strong motivation
to achieve goals. The Food Drive Director is the face of the annual food drive and should feel
comfortable speaking to large groups during week and weekend events.

Back to Work, Career Counselor
Back to Work helps low income individuals with career services, including resume writing, mock
interviews, and skill building. This volunteer role will help clients with mock interviews, resume
writing, online job hunting, and application submission. The position requires the volunteer to
work with clients individually and as groups.
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Exercise 2: Competency identification
On the following pages are three volunteer position descriptions. Use the grid below to capture
the skills and competencies you think are needed or could be developed through each position.

Position Title Office Assistant
Volunteer

Disaster Reservist Volunteer
Leader

What skills or
competencies are needed
for this position based
solely on the job
description?

What other skills or
competencies could be
developed by the
volunteers beyond those
identified in the job
description?

What knowledge or training
might volunteers gain by
being this volunteer?

What professional job
might be a good fit for this
volunteer based on the
skills and competencies
gained through the
volunteer role?
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Office Assistant Volunteer- Job Description
Position: Office Assistant

Reports to: Volunteer Coordinator

Overall responsibility: The Office Assistant welcomes clients, answers the phone, organizes
files, and provides administrative support to the organizations staff.

Essential functions:
1) Answers phones and greets clients, guests or volunteers entering the facility
2) Provides intake paperwork to new clients
3) Enters data from client intake forms into the client database
4) Supports staff by providing clerical assistance, including, but not limited to: organizing

mail, printing and copying, and maintaining a professional environment in the front-office
5) Organize the monthly staff meeting agenda, take notes on meeting discussions and

provide the staff meeting report to the Volunteer Coordinator

Skills and abilities:
1) An awareness and empathy for the challenges and struggles facing clients
2) Ability to provide excellent customer service to create a welcoming environment
3) Strong written and verbal communication skills
4) Agree to and follow organizational policies, procedures and confidentiality agreement
5) Tact, diplomacy in working with individuals from differing cultures and backgrounds
6) Ability to operate the computer and software, especially: Microsoft Excel, Outlook and

Word; as well as the Internet, database and phone system successfully
7) Capable of organizing and synthesizing information for reports

Training:
Volunteer Resource Guide and Organizational Policy Manual review
Office Procedures Training
Monthly Customer Service Training (for all staff and office volunteers)

Qualifications:
Must be 18 years of age
Must have transportation to our facility
Must be fluent in English, though other language skills, especially Spanish, are highly desirable
Must be able to work at least one three hour shift per week (9 AM-12 PM or 1 PM-4 PM)
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Disaster Reservist- Job Description
United Way of Central Indiana- Volunteer Reception Center

Position: Disaster Reservist

Reports to: Volunteer Center director year-round; VRC Director during disaster response

Overall Responsibility:
Specializes in Volunteer Reception Center (VRC) planning, preparedness, management and logistics. Responds
during a disaster in support of VRC operations. During disaster, assists VRC in matching spontaneous, unaffiliated
volunteers with agencies in immediate need of their skills.

Essential Functions:
9. Serves year-round in preparation for United Way of Central Indiana’s (UWCI) principal disaster mission in

matching spontaneous, unaffiliated volunteers with agencies in immediate need of their services
10. Remains current in Disaster Program developments by attending meetings, participating in exercises and drills
11. Trains in processing volunteers via walk-in or phone interviews and/or email
12. Responds to phone calls from spontaneous volunteers and the general public
13. Replies to email queries from spontaneous volunteers and the general public
14. Assists Volunteer Reception Center Staff as needed with operational tasks
15. May serve in a function of special interest or expertise—IT or Public Information Officer—given the

willingness to train for this function in disaster
16. May take on VRC job functions

Skills and Abilities:
8. An appreciation of volunteers as valuable human resources, especially in disaster response
9. The ability to provide excellent customer service under severe time constraints
10. A willingness to learn which disaster/emergency response agencies utilize volunteers—how, why—in

order to make timely and meaningful referrals
11. Ability to capture and record data quickly and accurately
12. Ease in conducting interviews face-to-face or over the phone
13. Tact, diplomacy in working with individuals from differing cultures and backgrounds
14. A steady manner and a sense of calm in coping with unsettling situations

Training:
4. Overview of Disaster Cycle and Response
5. UWCI Overview and Orientation
6. Volunteer Reception Center Overview and Orientation

Qualifications:
6. Must be 18 years of age
7. Must have own transportation
8. Must have personal email address or access to personal email
9. Must be fluent in English although mastery of other languages is highly desirable
10. Must be willing to serve at least two 6-hour shifts during the duration of the disaster
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Volunteer Leader - Job Description
United Way of Central Indiana

Position: Volunteer Leader

Reports to: Volunteer Center Manager

Overall Responsibility: Works with the community to manage volunteers and projects and/or programs that benefit
the community.  Drives social change by leading well-managed, sustainable projects.

Essential Functions:
11. Commits to acting as a liaison between United Way of Central Indiana (UWCI) volunteers and a project host site

for a minimum of 2 projects a year or serves as a Volunteer Leader on a recurring project for at least 3
consecutive months

12. Serves as lead volunteer by identifying, implementing and evaluating projects
13. Secures and leverages resources for projects (human, material, financial and educational)
14. Conducts recruitment and registration of volunteers collaboratively with the UWCI Volunteer Center staff  and

project host site staff
15. Communicates and develops relationships with both volunteers and the agency contact before, during and

after each project
16. Trains, supervises and assists volunteers while onsite, including orientation assistance, volunteer check‐in and

wrap up of projects
17. Ensures that volunteers have a positive experience so they continue their journey of service
18. Ensures that the real needs of the agency and the community are being met
19. Reports volunteer attendance, outcomes and feedback about the project to UWCI Volunteer Center within 7

days of the project or program completion
20. Stays in regular contact with UWCI staff regarding scheduled projects and programs. Notifies the Volunteer

Center with any project or program changes (cancellation, change of date, change in contact information, etc.)

Skills and Abilities:
11. An appreciation of volunteers as valuable human resources
12. Planning and organizational skills
13. High sense of responsibility
14. Ability to communicate effectively and good interpersonal skills
15. Ability and willingness to be a strong leader
16. Ability to work in a team environment
17. Resourceful and positive attitude
18. Tact, diplomacy in working with individuals from differing cultures and backgrounds
19. Ability to make decisions under pressure
20. A steady manner and a sense of calm in coping with unsettling situations

Training:
4. Volunteer leader training
5. Additional training that might be offered through the course of the program
6. Training or orientation at the service site

Qualifications:
6. Must be 18 years of age
7. Must have own transportation
8. Must have personal email address or access to personal email
9. Reliable internet access and willingness to learn and use online volunteer management software
10. Must be fluent in English although mastery of other languages is highly desirable

Must be willing to commit to the time needed to fulfill the specific project. The number of hours may vary
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Exercise 3: Including and excluding volunteering on your resume

Read the scenario below. Adam must decide which volunteer experiences to include and which
to exclude from his resume. What do you think?

Scenario:

Adam is looking for work as a software engineer, and hoping to get a job at a local business that
is hiring as a video game developer. Adam has an associate’s degree, but no full-time paid work
experience. He is an active volunteer at a few organizations in a variety of positions. He is
updating his resume and decided to add his volunteer experience to the resume. Consider
these examples, and decide which positions you believe Adam should include:

1) Indianapolis Food Pantry: Supply Inventory Database Designer
- Created a database for the Indianapolis Food Pantry to track their inventory of

food and other supplies for clients
- Trained staff and volunteers on how to use the inventory database

2) Pee-Wee Football of Indianapolis: Assistant Coach
- Assisted the head coach in educating and training twenty 11-12 year old youths
- Created and distributed football practice calendar and coordinated with parents

to provide healthy snacks for players
- Mentored defensive line players and designed defensive playbook

3) Young Lutheran’s Association: Organizational Secretary
- Developed monthly meeting agenda and organized meeting minutes
- Planned and created correspondence with regional Lutheran organizations

4) Indianapolis Green Party: Voter Outreach
- Staffed various community booths to educate the general public about the Green

Party
- Encouraged and actively signed up registered voters

5) Hispanic Services Center: Database Manager
- Developed a new database to manage client names and information
- Taught staff to enter client data and information needed for service referral
- Provided information and referral to undocumented foreign families

Discussion Questions

A. Whether right or wrong, what assumptions might potential employers make about Adam
based on each of these volunteer positions?

B. Which volunteer opportunities should Adam include and which ones should he exclude from
his resume? Why?

C. What skills do you think he could say he used or gained from the positions he included?



140

United Way of Central Indiana Volunteer Center http://volunteercentralindiana.org

Exercise 4: Talking about volunteering during an interview

Read the scenario below. Mariel must decide which volunteer experiences relate most the
position she is interviewing for. What do you think?

Scenario

Mariel recently lost her job as a registered nurse and is interviewing at several healthcare
facilities. She has 15 years of experience in her field and has served in several volunteer roles
in the community. She would like to be able to relate her volunteerism to her work in nursing.

1) Latina Health Coalition: Special Events Director
- Collaborated with the organization board to plan the annual health fair
- Designed marketing resources and organized 95 health education booths from

various health care organizations and hospitals in the community
- Coordinated a health panel of area experts on diabetes and heart disease

2) Indianapolis Right to Life Committee: Advocacy Volunteer
- Distributed pamphlets and organized community discussions at area faith-based

groups
- Attended annual statewide advocacy day and spoke with elected representatives
- Solicited donations for organization in the community

3) Mother’s Against Violence: Peacemaker Event Committee Member
- Assisted in the planning of a day-long educational event for at-risk youth
- Facilitated small-group discussions on non-violent strategies to conflict resolution
- Recognized as the “Outstanding Committee Member 2012” for my involvement

4) Indianapolis Food Inc: Nutritionist
- Assess nutritional value of food being distributed to low income families
- Trained Hispanic clients in traditional US food preparation techniques

5) Planning for Families, Inc: Sex Educator
- Taught sex education classes to at-risk teens
- Distributed birth control and safer sex kits

Discussion Questions
A. Whether right or wrong, what assumptions might potential employers make about Mariel

based on each of these volunteer positions?
B. Which volunteer opportunities should Mariel include and which ones should she exclude in

her interviews for healthcare positions? Why?
C. What skills do you think she could say she used or gained from the positions?
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Volunteer websites and resources

Use these websites to help you locate volunteer opportunities, learn about nonprofit
organizations and connect with nonprofits in your area.

Finding volunteer opportunities
Central Indiana
Volunteer Connect, hosted by United Way of Central Indiana www.volunteercentralindiana.org

Nationwide and locally
HandsOn Network, http://www.handsonnetwork.org/

HandsOn Network Action Center, http://www.handsonnetwork.org/actioncenters/welcome

Volunteer Match, http://www.volunteermatch.org/

Corporation for National and Community Service, http://www.serve.gov

Idealist, http://www.idealist.org

Learning more about different volunteer opportunities
Skills-based volunteering
Contact United Way of Central Indiana for more information, volunteer@uwci.org

Points of Light Foundation, http://www.pointsoflight.org/skills-based-volunteering

HandsOn Network, http://www.handsonnetwork.org/nationalprograms/skillsbasedvolunteering

Taproot Foundation, http://www.taprootfoundation.org/

Deloitte LLP,
http://www.deloitte.com/view/en_us/us/press/b2d4344d9a0fb110VgnVCM100000ba42f00aRCR
D.htm (For volunteer managers)

Nonprofit board service
Leadership United, supported by United Way of Central Indiana,
http://www.uwci.org/index.asp?p=112

Bridgespan, http://www.bridgespan.org/Publications-and-Tools/Nonprofit-
Boards.aspx#.UdsQYqy0SDA

Diversity MBA Magazine, http://diversitymbamagazine.com/how-serving-on-non-profit-boards-
can-boost-your-career

Employee volunteer programs
Central Indiana Corporate Volunteer Council, http://www.cicvc.org/
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HandsOnNetwork,
http://www.handsonnetwork.org/files/resources/Developing_Excellence__Workplace_Volunteer
_Programs.pdf

Billion+Change, http://www.nationalservice.gov/special-initiatives/billion-change

Volunteer manager resources
Common Impact, http://www.commonimpact.org/pdf/Skilled-Volunteering_101_Handbook.pdf

Philanthropy Journal,
http://www.philanthropyjournal.org/resources/managementleadership/making-skills-based-
volunteering-work

HandsOn Network http://www.handsonnetwork.org/tools/volunteercalculator

Resources used in this toolkit
“Volunteering and Its Surprising Benefits - Helping Yourself While Helping Others” by
http://www.helpguide.org/life/volunteer_opportunities_benefits_volunteering.htm

“Volunteering as a Pathway to Employment: Does Volunteering Increase Odds of Finding a Job
for the Out of Work?” by Corporation for National and Community Service, 2013.
http://www.nationalservice.gov/newsroom/press-releases/2013/volunteers-more-likely-land-jobs-
study-finds

“Volunteer Work is the Ultimate Interview” by Barb Stefani, 2009.
http://www.theladders.com/career-advice/volunteer-work-is-ultimate-interview

“State of Corporate Citizenship in the U.S.” by Center for Corporate Citizenship at Boston
College and Business Civic Leadership Center, 2005.
http://bclc.uschamber.com/sites/default/files/documents/files/State%20of%20Corporate%20Citiz
enship%202005.pdf

“The Corporate Volunteer Program as a Strategic Resource: The Link Grows Stronger” by
Points of Light Foundation, 2000.
http://academic.regis.edu/volunteer/specialcollection/SpecFiles/grows_stronger.pdf

“Volunteering-The Business Case: The Benefits of Corporate Volunteering Programmes in
Education” by Corporate Citizenship and City of London, 2010.
http://www.cityoflondon.gov.uk/business/economic-research-and-information/research-
publications/Documents/research-2010/Volunteering_The%20Business%20Case.pdf

“Do Good Live Well Study” by United Healthcare and VolunteerMatch, 2010.
http://www.helpguide.org/life/volunteer_opportunities_benefits_volunteering.htm

“The Dollar Valuation for Pro Bono Service” by CECP and Taproot Foundation, 2009


